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TITLE:   AIRPORT  LEASE  RECORDS  SUPERVISOR  CODE:   U102 

CHARADE!:.       I  ASS: 

Under  direction,  performs  specialized  airport  lease  and  insurance 
work  in  analyzing  and  determining  that  lease  and  other  contractual  agree- 
ment provisions  are  being  complied  with  by  airport  tenants;  compiles  and 
maintains  lease,  permit  and  other  contractual  agreement  records;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  foi  :   carrying  out,  explaining,  and  enforcing 
methods  and  procedures  pertaining  to  the  review,  proper  recording  and 
follow-up  system  for  various  airport  lease,  permit  or  other  contractual 
agreement  provisions;  assembling,  checking  and  maintaining  lease  and  re- 
lated records  and  preparing  important  reports  related  thereto;  making 
regular  contact  with  tenants,  employees  and  representatives  of  outside 
agencies  for  the  purpose  of  furnishing  or  obtaining  information  relative 
to  airport  lease,  permit  or  other  contractual  agreement  provisions. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  lease  agreements,  permits  or  lease  extensions  and  deter- 
mines requirements  to  assure  lessee  has  complied  with  insurance,  bonds 
and  other  provisions;  records  pertinent  data  on  master  index  form  in  order 
to  readily  identify  lease  provisions  and  requirements;  requests  lessee  to 
furnish  required  documents  in  order  to  conform  with  lease  provisions; 
makes  follow-up  forms  for  lease  provisions,  including  installation  of 
improvements,  extent  of  investment,  fire  insurance,  real  property  tax, 
amortization,  termination  of  lease  data  and  other  provisions. 

2.  Verifies  availability  of  areas  leased,  correct  rental  rate  and 
total  rental  due;  posts  pertinent  data  and  provisions  of  the  agreement 

to  various  control  sheets  in  summary  form;  prepares  resolutions  verifying 
compliance  by  lessee. 

3.  Submits  memoranda  to  airport  management  pertaining  to  noncompli- 
ance by  lessee,  terminations  and  renewals  of  lease,  and  other  provisions; 
maintains  index  for  spaces  occupied  or  vacant. 

h.      Posts  the  utilities  pending  summary  requirements  as  contained  in 
lease  and  forwards  memorandum  to  the  airport  manager;  verifies  monthly 
electric  and  water  bills  of  tenants  to  determine  that  billing  has  been 
rendered  as  required  under  lease. 

5.  Requests  riders  and  endorsements  to  support  bonds  or  insurance 
documents  on  hand  each  time  a  lease  or  other  document  is  amended. 

6.  Prepares  annual  report  to  the  public  utilities  commission  on 
revenue  gains  from  leases  and  other  agreements;  prepares  reports  on  lease 
provisions,  types  of  leases,  types  and  class  of  tenants. 

MINIMUM  QUALIFICATIONS: 

raining  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  four  years  of  progressively  responsible  clerical  and 
office  experience  in  the  processing  and  handling  of  leases,  permits  or 
similar  documents;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   AIRPORT  LEASE  RECORDS  SUPERVISOR  CODE;   Ul02 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  insurance 
terminology  and  legal  documents ,   particularly  as  applicable  to  lease  forms 
and  similar  records. 

Requires  ability  to:   prepare  clear  and  concise  correspondence  and 
reports  °,    deal  effectively  and  courteously  with  leaseholders  and  other 
departmental  personnel. 

PROMOTIVE  LINES: 

To:     Henta±mgrop.erfeyoSupet>Tri&s6©n 

From:      Original  Entrance  Examination 


CLASS  TITLE:   RENTAL  PROPERTY  SUPERVISOR  CODE:   1+110 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  supervision  of  rental 
property  owned  or  leased  by  the  city  and  county;  acts  as  office  manager; 
collects,  pays  and  accounts  for  rent;  arranges  for  maintenance  and  repair 
of  property  rented  by  the  city;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  explain- 
ing and  enforcing  existing  policy,  methods  and  procedures  relative  to 
rental  property  owned  or  leased  by  the  city;  making  regular  contacts 
with  the  general  public  and  tenants  for  the  purpose  of  furnishing  or 
obtaining  information  or  explaining  procedures  and  regulations  relative 
to  the  occupancy  of  rental  property;  preparing  and  maintaining  ordinary 
financial  and  maintenance  records  in  connection  with  rental  property. 

EXAMPLES  OF  DUTIES: 

1.  Assures  that  property  purchased  by  the  city  and  county  is 
properly  recorded;  figures  rental  fees  based  on  an  established  formula; 
collects  and  accounts  for  rents  due  the  city  and  county;  pays  rents  due 
to  private  interests  on  property  leased  by  the  city  and  county. 

2.  Keeps  accounts  receivable  record  for  each  lessee  and  renders 
bills  when  rent  has  become  delinquent;  refers  delinquencies  which  have 
exceeded  time  limitations  to  the  bureau  of  delinquent  revenue  for 
collection. 

3.  Studies  leases  to  see  that  conditions  are  met  relative  to 
insurance,  bonds  and  due  dates;  prepares  simple  lease  forms  for  approval 
by  city  attorney. 

h.      Acts  as  auctioneer  for  public  sale  of  property. 

5.  Advertises  and  receives  bids  for  demolition  and  removal  of 
property  owned  by  the  city  and  county;  arranges  for  maintenance  and 
repair  of  city-owned  property  leased  to  private  parties, 

6.  Deposits  money  received  from  rental  and  sale  of  property  and 
prepares  monthly  report  of  revenue  collections. 

7.  Acts  as  office  manager  in  budget  preparation  and  control, 
processing  payrolls,  invoices,  work  orders  and  related  clerical  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  college  level  training  in  business  administration  or 
accounting. 

Requires  at  least  six  years  of  progressively  responsible  experience 
in  the  management,  maintenance  and  repair  of  rental  properties  including 
supervision  of  related  office  activities,  procedures  and  personnel;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
basic  accounting  principles  and  practices;  the  regulations  governing 
the  disposal  of  city-owned  property  by  sale  or  removal;  budget  pro- 
cedures. 


CLASS  TITLE:   RENTAL  PROPERTY  SUPERVISOR  (continued)      CODE:   UllO 

Requires  ability  to:   keep  and  maintain  simple  accounts  receiva- 
ble and  accounts  payable  records;  prepare  simple  leases;  deal  tactfully , 
courteously  and  effectively  with  tenants  and  outside  groups;  prepare 
clear,  concise  and  accurate  reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Airport  Lease  Records  Supervisor 
Original  Entrance  Examination 


CLASS  TITLE:   EXECUTIVE  SECRETARY,  BOARD  OF  TRUSTEES,       CODE:  1*120 
WAR  MEMORIAL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and 
responsible  office  and  administrative  work  in  connection  with  the  opera- 
tions of  the  offices  of  the  board  of  trustees  and  the  managing  director; 
serves  as  secretary  to  the  board  of  trustees;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  carry- 
ing out  policies  and  procedures  relative  to  the  operations  of  the  war 
memorial  and  the  board  of  trustees  office;  making  regular  personal  contacts 
with  other  departmental  personnel,  outside  organizations  and  agencies  and 
the  general  public  relative  to  the  operations  of  the  war  memorial  and  its 
board  of  trustees;  the  preparation  and  maintenance  of  important  opera- 
tional, financial  and  personnel  records. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  secretary  to  the  board  of  trustees  in  recording  all 
actions  of  the  board  in  the  preparation,  proper  filing  and  distribution 
of  board  minutes;  prepares  notices  and  makes  preparations  for  all  board 
meetings. 

2.  Assists  in  supervising  the  maintenance  and  care  of  the  war 
memorial  and  opera  house  facilities. 

3.  Is  responsible  for  the  maintenance  of  all  financial  records 
and  related  transactions  and  for  the  preparation  and  maintenance  of  all 
departmental  personnel  records. 

1|.  Prepares  and  issues  purchase  orders,  requisitions  and  work 
orders  necessary  to  the  acquisition  of  materials,  supplies  and  services 
for  the  war  memorial  and  opera  house. 

5.  Provides  information  to  callers  on  exhibits,  performances  and 
other  affairs  taking  place  in  the  war  memorial  or  opera  house;  collects 
material  and  data  and  prepares  annual  budget- 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration,  business  administration  or  a  closely  re- 
lated field. 

Requires  at  least  six  years  of  progressively  responsible  office 
and  administrative  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  modern  office  management  and  administrative  techniques  and  methods 
and  of  related  financial  and  accounting  transactions;  the  functions  and 
responsibilities  of  the  board  of  trustees. 


CLASS  TITLE:   EXECUTIVE  SECRETARY,  BOARD  OF  TRUSTEES,       CODE:   1*120 
WAR  MEM) RIAL  (continued) 

Requires  considerable  ability  to:  meet  and  deal  effectively  and 
courteously  with  departmental  officials,  representatives  of  outside 
organizations  and  agencies  and  the  general  public;  review,  evaluate, 
prepare  and  maintain  a  wide  variety  of  financial,  operational  and 
personnel  records  and  reports. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE :   MANAGING  DIRECTOR,  WAR  MEMORIAL  CODE :  1;122 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  has  charge  of  and  is  responsible 
for  the  proper  administration,  maintenance  and  operation  of  the  war 
memorial  and  opera  house;  negotiates  and  arranges  for  the  rental  and 
leasing  of  space  and  the  booking  of  tenants  and  engagements  in  these 
facilities;  and  performs  related  duties  as  required. 

Requires  major  responsibili ■ y  for:  developing,  coordinating  and 
executing  policies  and  procedures  relative  to  the  maintenance,  opera- 
tion and  management  of  assigned  buildings;  making  responsible  personal 
contacts  with  representatives  of  outside  agencies,  theatrical  organiza- 
tions and  the  general  public  in  connection  with  departmental  operations; 
directing  the  maintenance  and  preparation  of  a  variety  of  personnel, 
financial  and  other  reports. 

EXAMPLES  OF  DUTIES: 

1.  Arranges  for  the  leasing  and  booking  of  tenants  and  engagements 
in  the  buildings;  negotiates  and  executes  contracts  for  leasings  and 
bookings;  solicits  bookings  for  the  opera  house  and  directs  the  prepara- 
tion of  physical  plant  facilities  for  the  various  performances  and 
activities  in  the  buildings. 

2.  Inspects  physical  plant  facilities  and  recommends  maintenance, 
repair  or  improvement  for  such  facilities;  inspects  and  approves  all 
alteration  work  on  such  buildings. 

3.  Assures  the  objectives  of  all  laws  and  regulations  relating  to 
public  safety  are  complied  with  by  facilities  users. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  public  administration,  accounting  or  a  closely 
related  field. 

Requires  at  least  eight  years  of  progressively  responsible  ex- 
perience  in  building  and  business  management,  including  four  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   budget  procedures  and  principles  and  the  techniques  of  administra- 
tiv  organization  and  management;  standard  contracts,  leases  and  rental 
agreements;  the  rules,  regulations  and  laws  pertaining  to  public  safety 
in  large  facilities  and  buildings. 

Requires  considerable  ability  to:   deal  courteous]-,  effectively, 
and  tactfully  with  outside  groups  and  representative c  and  various 
entertainment  and  cultural  organizations  in  establishing  and  maintaining 
good  public  relations;  make  sound  judgments  and  recommendations  as  to 
rental  and  leasing  of  facilities;  direct,  review  and  approve  the  work 
of  subordinates. 


CLASS  TITLE:   MANAGING  DIRECTOR,  WAR  MEMORIAL  CODE:   ^122 

(continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE;  CONVENTION  FACILITIES  ASSISTANT  MANAGER       CODE:  lil30 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  acts  as  principal  assistant  to  the  manager  in 
managing,  maintaining  and  leasing  convention  facilities;  exercises 
supervision  over  a  group  of  skilled  and  unskilled  subordinates 
engaged  in  general  maintenance,  custodial  care  and  installation  of 
equipment  for  such  facilities;  and  performs  related  duties  as  re- 
quired,, 

Requires  responsibility  for  carrying  out,  interpreting,  enforcing 
and  explaining;  policy,  methods  and  procedures  relating  to  the  opera- 
tion, maintenance  and  promotion  of  convention  facilities;  preventing 
moderate  losses  through  the  safeguarding  of  equipment  and  facilities 
and  the  supervision  of  the  observance  cf  safety  regulations  and  rules; 
making  regular  contacts  with  organizations  and  their  representatives 
for  the  purpose  of  explaining  services  and  activities  of  the  conven- 
tion facilities  and  furnishing  and  obtaining  information  regarding 
the  use  of  such  facilities;  preparing  and  maintaining  ordinary  opera- 
ting personnel  and  financial  records  and  reports,, 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  manager  in  the  leasing,  management  and  maintenance 
of  all  convention  facilities;  cooperates  with  show  managers  and  pro- 
moters in  setting  up  installations  for  shews, 

2.  Plans  personnel  requirements  to  service  trade  shows?  conven- 
tions, concerts,  dances,  sports  and  other  activities;  keeps  time  of  sub- 
ordinates and  hires  temporary  help  as  needed,, 

3.  Supervises  the  installation  of  the  stage,  elevated  seats  and 
the  setting  up  of  chairs  for  shows;  supervises  the  moving  in,  operation, 
and  moving  out  of  shows  and  inspects  facilities  to  see  that  they  are 
not  damaged  and  for  compliance  with  fire  and  safety  laws  during  shows „ 

ko   Prepares  contracts  for  the  use  of  the  facilities;  collects 
rents  and  corresponds  with  potential  tenants  regarding  use  and  rental 
rates  for  facilities;  prepares  ordinary  rental  application  and  lease 
agreements o 

5<.  Supervises  electricians,  carpenters,,  painters,  elevator  oper- 
ators and  janitorial  staff  in  the  maintenance  of  the  convention 
facilities;  orders  supplies  and  keeps  inventory  of  supplies  and  equip- 
ment „ 

6.  Confers  with  staff  ana  supervisor  regarding  general  activities 
and  future  planning;  inspects  facilities  to  check  on  conditions  and 
building  operations . 

MINIMUM  QUALIFICATIONS  % 

Training  and  Experience;  Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  responsible  building  mainten- 
ance and  custodial  service  experience,  including  two  years  of 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience., 


CLASS  TITLE:  CONVENTION  FACILITIES  ASSISTANT  MANAGER       CODE:  Ul30 
( continued) 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  build- 
ing maintenance  and  the  cleaning  of  related  equipment  and  supplies; 
the  techniques  and  procedures  involved  in  the  installation  of  stage, 
elevated  seats,  and  other  convention  equipment ;   the  various  codes  in- 
volved in  fire  and  safety  regulations  for  a  large  convention  facility. 

Requires  ability  to:  prepare  routine  rental  applications  and  lease 
agreements ',   meet  with  and  deal  effectively,  courteously  and  tactfully 
with  prospective  tenants ;   assign  and  supervise  the  work  of  sub- 
ordinates. 

PROMOTIVE  LINES: 

To:  Convention  Facilities  Manager 

From:  Original  entrance  examination 


CLASS  TITLE:   CONVENTION  FACILITIES  MANAGER  CODE:   U132 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  supervises  and  is  res- 
ponsible for  the  management,  leasing  and  maintenance  of  convention 
facilities,  including  the  Civic  Auditorium  and  Brooks  Hall;  directs  a 
staff  engaged  in  maintenance  and  custodial  activities  and  services; 
meets  with  convention  and  trade  show  managers  and  committees,  repre- 
sentatives of  sports  activities  and  other  groups  in  promoting  the  use 
of  the  convention  facilities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  develop- 
ing, coordinating  and  enforcing  policy,  methods  and  procedures  in  con- 
nection with  the  promotion  and  use  of  convention  facilities;  preventing 
losses  by  supervising  the  safeguarding  and  upkeep  of  equipment  and 
facilities  and  their  proper  use;  making  regular  contacts  with  representa- 
tives of  outside  organizations  and  groups  for  the  purpose  of  furnishing 
and  obtaining  information  and  explaining  availability  of  services  and 
facilities,  and  involving  some  negotiation  work  in  connection  with  the 
rental  and  leasing  of  convention  facilities;  checking  and  reviewing 
operational,  financial  and  personnel  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  leasing,  management  and  maintenance 
of  the  convention  facilities,  including  the  Civic  Auditorium  and  Brooks 
Hall;  corresponds  with  representatives  of  shows  and  conventions  to 
describe  facilities  and  supplies  other  data  that  would  influence  them  in 
selecting  San  Francisco  for  their  meetings;  meets  with  advance  convention 
committees  to  outline  the  advantages  offered,  negotiates  and  prepares  the 
necessary  rental  applications  and  lease  agreements  and  maintains  accurate 
record  of  all  bookings. 

2.  Supervises  the  collection  of  all  revenues  including  payments 
of  damages  caused  by  lessees;  supervises  the  operation  of  the  building 
concessionaire  and  checks  the  figures  in  his  monthly  report  to  the  city. 

3.  Supervises  the  observance  of  all  laws  relating  to  public  safety, 
including  the  inspection  of  all  floor  plans  and  layouts  of  events  for 
approval  and  review  by  the  fire  department. 

U.   Develops  the  use  of  the  convention  facilities  for  such  other 
events  as  sports  activities,  circuses,  concerts,  auto  shows,  fraternal 
and  religious  meetings,  festivals  and  various  other  events  which 
promote  the  welfare,  education  and  entertainment  of  the  public. 

£.  Directs  the  preparation  of  annual  budget  estimates  and 
recommends  necessary  capital  improvements;  supervises  the  preparation  of 
timerolls  and  requisitions  and  makes  reports  thereon;  assembles  data 
and  statistics  and  prepares  reports  of  convention  facilities,  operations 
and  activities. 


CLASS  TITLE:   CONVENTION  FACILITIES  MANAGER  (continued)    CODE:   Ul32 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration  or  a  closely  related  field. 

Requires  five  years  of  progressively  responsible  office,  accounting 
and  business  management  experience,  preferably  including  substantial 
public  relations  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
principles  of  administration,  organization  and  management;  contracts, 
leases  and  other  agreements;  the  codes  affecting  fire  and  safety  of 
large  facilities  used  by  public  shows  and  conventions;  all  types  of 
conventions,  sports  and  other  groups  and  organizations  interested  in 
the  use  of  a  convention  facility;  building  management  and  maintenance. 

Requires  ability  to:   deal  courteously,  effectively  and  tactfully 
with  outside  groups  and  representatives  in  establishing  good  public 
relations;  make  sound  judgments  and  recommendations  as  to  rental  and 
leasing  of  facilities;  direct  and  supervise  the  work  of  subordinates; 
prepare  clear,  concise  and  accurate  reports  on  operations  and  on  recom- 
mendations for  capital  improvements. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion. 

From:   Convention  Facilities  Assistant  Manager 
Original  Entrance  Examination 


CLASS  TITLE:   RIGHT-OF-WAY  AGENT  CODE:  klkO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  appraisal,  negotiation  and 
property  management  work  in  connection  with  the  acquisition,  sale  or 
lease  of  all  types  of  real  property  including  leasehold  interests  there- 
in; prepares  legislation  for  acquisition  of  real  property;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  coor- 
dinating existing  policies,  methods  and  procedures  of  the  real  estate 
department  in  the  acquisition  and  leasing  of  real  estate  for  various 
city  agencies  and  departments;  achieving  considerable  economies  through 
the  efficient  handling  of  difficult  negotiations  in  determing  fair 
market  value  and  committing  the  department  to  expenditures  of  large 
amounts  of  money  for  this  purpose;  personal  contacts  with  representa- 
tives of  organizations  and  groups,  involving  discussion,  explanation, 
interpretation  of  policies  and  difficult  negotiation;  preparing,  check- 
ing and  reviewing  important  detailed  and  complex  technical  real  property 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Makes  detailed  appraisals  of  all  types  of  real  property  and 
leasehold  interests  in  real  property  for  the  acquisition,  sale  or  lease 
by  the  city  and  county,  the  unified  school  district,  or  the  redevelop- 
ment agency,  including  appraisals  of  partial  taking,  severance  damages, 
high  value,  multipurpose  use  and  easements. 

2.  Makes  field  inspections,  draws  maps,  estimates  damage  claims 
and  prepares  detailed  reports  thereon. 

3.  Negotiates  with  owners,  attorneys  and  their  representatives  and 
public  agencies  for  the  purchase  of  property. 

h.      Manages  property  of  all  types,  up  to  recordation  date,  setting 
up  leasing  or  renting  schedules  of  city  owned  property  or  private  prop- 
erty for  city  use;  follows  through  on  clearing  of  site  pending  construc- 
tion of  a  project. 

5.  Cooperates  with  the  city  attorney  and  other  city  departments 
and  other  public  agencies  in  the  preparation  of  condemnation  proceedings; 
may  act  as  an  expert  witness  giving  testimony  on  fair  market  value;  em- 
ploys independent  appraisers  to  assist  the  city  attorney  and  prepares 
affidavits  of  value. 

6.  Estimates  damages  resulting  from  grade  changes,  partial  takings 
and  street  excavations. 

7.  Prepares  legislation  for  real  estate  activities  such  as  acqui- 
sitions, sales,  leases,  claims,  transfer  or  jurisdictions  and  similar 
transactions;  processes  escrows,  examines  titles,  issues  escrow  instruc- 
tions, prepares  deeds,  leases,  contracts  and  releases. 

8.  Prepares  resolutions  for  presentation  to  the  board  of  super- 
visors on  acquisition  and  leasing  of  property;  prepares  digest  of  laws, 
rules  and  regulations  and  other  matters  of  concern  to  the  department. 


CLASS  TITLE:  RIGHT-OF-WAY  AGENT  (continued)  CODE:   ljlUO 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  preferably  with  major  course 
work  in  civil  or  construction  engineering,  supplemented  by  courses  in 
real  property  appraisal. 

Requires  three  years  of  progressively  responsible  real  property 
appraisal  and  acquisition  negotiation  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
laws  pertaining  to  the  securing  of  rights  of  way,  the  factors  involved  in 
appraising  property  and  the  principles  underlying  the  appraisal  process; 
condemnation  and  real  property  laws  and  processes;  the  effect  on  property 
value  of  deed  and  tract  restrictions,  zonine  ordinances,  set-backs,  tax 
and  improvement  assessments,  easements  and  encroachments. 

Requires  ability  to:  deal  courteously,  effectively  and  tactfully 
with  a  variety  of  outside  groups  and  interests  in  conducting  appraisal 
and  condemnation  activities;  analyze  situations  accurately  and  adopt  an 
effective  course  of  action  on  difficult  property  acquisition  problems; 
prepare  clear  and  concise  reports. 

PROMOTIVE  LINES: 

To:   Senior  Right-of-Way  Agent 

From:   Senior  Real  Property  Appraiser  (Buildings) 
Senior  Real  Property  Appraiser  (Land) 


CLASS  TITLE:   SENIOR  RIGHT-OF-WAY  AGENT  CODE:   laii2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  a  group  of  right  of  way  agents  in 
the  performance  of  technical  appraisal  and  negotiation  work  in  connection 
with  the  acquisition  or  disposal  of  real  property;  may  be  assigned  the 
responsibility  for  land  acquisition  and  disposition  for  a  major  redevelop- 
ment program;  performs  appraisal  and  negotiation  work  involving  very  large 
and  complex  acquisitions  and  lease  agreements;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   coordinating  and  interpreting  policy, 
procedure  and  methods  relating  to  the  acquisition  of  all  types  of  real 
property,  and  assists  in  originating  overall  policy  on  such  matters; 
committing  an  agency  or  department  to  large  expenditures  of  money  based  on 
estimates  of  fair  market  value  and  for  achieving  major  economies  in  such 
activities;  handling  difficult  personal  inter-relationships  in  dealing  with 
a  wide  variety  of  responsible  people  in  discussing,  explaining  and  inter- 
preting policies,  rules  and  regulations  and  establishing  good  public  rela- 
tions in  conducting  difficult  negotiations  concerning  the  acquisition  of 
all  types  of  property;  requires  overall  supervisory  responsibility  for 
technical  records  and  reports  dealing  with  property  acquisition  activities 
and  functions. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  schedules,  assigns  and  supervises  the  work  of  right  of  way 
agents  engaged  in  appraisal  negotiations  and  other  related  duties  for  the 
leasing,  acquisition  or  sale  of  property  or  property  rights. 

2.  Personally  appraises  and  negotiates  major  and  more  complex  acqui- 
sitions and  lease  agreements;  assists  subordinate  agents  in  the  more 
difficult  appraisal  and  negotiation  assignments;  supervises  the  prepara- 
tion of  escrows,  instructions  to  title  companies,  preparation  of  records, 
files  and  statistical  data  on  property  acquisitions  and  management  of  real 
property  during  period  between  acquisition  and  use;  supervises  rasing  and 
clearing  of  acquired  properties,  preparation  of  maps,  plats,  exhibits  and 
reports  related  thereto. 

3.  Engages  the  services  of  independent  appraisers  and  estimators; 
reviews  and  correlates  these  reports;  may  appear  as  an  expert  witness  in 
cases  involving  fair  market  value  estimating;  prepares  affidavits  of  values. 

h.      Confers  with,  advises  and  supervises  the  preparation  of  reports 
to  officers  of  other  city  departments  on  matters  regarding  the  acquisition 
or  sale  of  real  property  or  of  property  rights  which  are  concerned  with 
departmental  activities. 

5.  Reviews  land  titles  and  title  reports  in  order  to  clear  imperfect 
titles;  reviews  annual  requests  for  equalization  of  taxes  and  prepares 
reports  for  the  guidance  of  the  director  as  a  member  of  the  county  board 
of  equalization. 

6.  Prepares  resolutions,  ordinances,  deeds  and  other  documents 
necessary  to  implement  the  acquisition  or  sale  of  real  property  and  dedi- 
cation or  vacation  of  streets. 

7.  Supervises  the  maintenance  of  records,  files  and  statistics 
relative  to  city  owned  property. 

8.  May  be  assigned  to  supervise  land  acquisition  and  disposition 
for  redevelopment  projects;  serves  as  liaison  with  federal  housing 


CLASS  TITLE:   SENIOR  RIGHT-OF-WAY  AGENT   (continued)        CODE:   lill+2 

administration,  city  real  estate  department  and  the  redevelopment  agency 
in  processing  acquisition  and  disposition  programs. 

9.  Confers  with  redevelopment  staff  engineers  and  city  engineers  in 
the  preparation  of  maps,  plats  and  diagrams. 

10.  Assists  in  the  preparation  of  budget  estimates  for  the  real 
estate  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  preferably  with  major  course  work 
in  civil  or  construction  engineering,  supplemented  by  courses  in  real 
property  appraisal. 

Requires  five  years  of  progressively  responsible  real  property  appraisal 
and  acquisition  negotiation  experience,  including  some  supervisory  experi- 
ence ;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  laws  pertaining  to  the  securing  of  rights  of  way,  the  factors  involved 
in  appraising  property  and  the  principles  underlying  the  appraisal  process; 
property  values  and  the  effect  of  economic  trends  on  value  and  price; 
condemnation  and  real  property  laws;  the  effect  on  property  values  of  deed 
and  tract  restrictions,  zoning  ordinances,  set-backs,  tax  and  improvement 
assessments,  easements  and  encroachments;  the  principles  of  organization 
and  management. 

Requires  ability  to:  plan,  organize  and  direct  the  work  of  the  right 
of  way  staff;  deal  effectively  and  tactfully  in  the  conduct  of  right  of 
way  negotiations;  make  accurate  appraisals  on  complex  and  large  properties; 
make  analysis  of  situations  and  to  adopt  an  effective  course  of  action  as 
an  aid  in  solving  complex  property  acquisition  problems;  write  clear,  con- 
cise and  accurate  reports. 

PROMOTIVE  LINES: 

To:   Principal  Right-of-Way  Agent 

From:   Right-of-Way  Agent 


CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  PROPERTY  CODE:  hlhh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  acts  as  principal  assistant 
to  the  director  of  property  in  the  proper  administration  of  the  real 
estate  department,  including  the  control  and  management  of  all  convention 
facilities;  exercises  direction  through  subordinate  supervisory  personnel 
over  a  technical  and  clerical  staff  engaged  in  the  appraisal,  acquisition 
and  leasing  of  real  property  for  various  city  and  county  agencies  and 
departments;  assists  in  directing  the  control,  management  and  sale  of  real 
property  owned  or  leased  by  the  city;  acts  for  the  director  in  his  absence; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating,  origi- 
nating and  executing  policies,  methods  and  procedures  and  assisting  in  the 
overall  administration  of  the  real  estate  department;  achieving  major 
economies  in  connection  with  commitments  of  large  expenditures  of  money 
based  on  evaluation  of  fair  market  values;  making  contacts  with  administra- 
tive officials,  representative  groups  and  legislative  bodies  involving 
discussions,  explanations  and  interpretations  of  policies,  rules  and  regu- 
lations and  involving  difficult  negotiations  and  presentations  of  highly 
specialized  and  most  complex  real  property  acquisition  problems;  requires 
overall  supervisory  responsibility  for  the  preparation,  checking  and  review 
of  important  detailed  and  highly  complex  technical  real  property  acquisi- 
tion records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  through  subordinate  supervisory  personnel,  right-of-way 
agents  and  general  office  personnel  engaged  in  conducting  all  types  of 
property  acquisition,  including  those  of  a  difficult  and  highly  complex 
nature. 

2.  Analyzes  leases,  agreements,  options,  deeds  and  contracts  and 
makes  recommendations  to  the  director  as  to  the  formulation  of  policy  and 
legislation  requirements . 

3.  Confers  with  public  property  owners,  other  city  department  heads, 
attorneys,  and  engineers  concerning  all  types  of  real  estate  transactions. 

h.      Reviews  the  more  difficult  and  specialized  acquisition  problems 
and  makes  decisions  as  to  proper  action  to  be  taken. 

5.  When  directed,  attends  meetings  of  the  board  of  supervisors,  its 
committees  and  various  commissions  to  explain,  interpret  and  make  recom- 
mendations on  property  acquisition  policy. 

6.  Consults  with,  instructs  and  makes  decisions  for  right-of-way 
personnel  regarding  office  and  field  work  activities. 

7.  Confers  with  responsible  representatives  of  other  departments  and 
the  city  attorney's  staff  in  the  preparation  of  proceedings  for  legal  action 
to  be  taken  in  connection  with  the  purchase  and  lease  of  real  estate,  the 
sale  and  lease  of  surplus  lands  and  sites  for  off-street  parking. 

8.  Assists  in  directing  the  control  and  management  of  convention 
facilities  and  major  parking  projects. 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PROPERTY   (continued)    CODE:   UlUU 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  preferably  with  major  course 
work  in  civil  or  construction  engineering,  supplemented  by  special  courses 
in  real  property  appraisal. 

Requires  seven  years  of  progressively  responsible  real  property 
appraisal  and  acquisition  negotiation  experience,  including  three  years 
of  responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  laws  pertaining  to  the  securing  of  rights  of  way,  the  factors 
involved  in  appraising  property  and  the  principles  underlying  the  appraisal 
process;  property  values  and  the  effect  of  economic  trends  upon  value  and 
price;  condemnation  and  real  property  law,  and  the  effects  on  property 
values  of  deed  and  tract  restrictions,  zoning  ordinances,  set-backs,  tax 
and  improvement  assessments,  easements  and  encroachments;  the  methods  of 
describing  real  property;  the  principles  of  organization  and  administration. 

Requires  considerable  ability  to:   plan,  organize  and  direct  the  work 
of  a  right-of-way  and  general  office  staff;  conduct  successful  right-of- 
way  negotiations  of  a  highly  specialized  and  complex  nature  and  analyze 
situations  and  adopt  effective  courses  of  action  in  connection  with  highly 
complex  and  specialized  property  acquisition  problems;  prepare  clear, 
concise  and  effective  reports  on  complex  real  property  acquisition  matters. 

PROMOTIVE  LINES: 

To:   Director  of  Property 

From:   Senior  Right-of-Way  Agent 


CLASS  TITLE:   DIRECTOR  OF  PROPERTY  CODE:   Ul50 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  has  charge  of  and  is  responsible 
for  the  proper  administration  of  the  real  estate  department  including 
the  control  and  management  of  all  convention  facilities;  exercise? 
direction  through  subordinate  supervisory  personnel  over  a  technical 
and  clerical  staff  engaged  in  the  appraisal,  acquisition  and  leasing  of 
real  property  for  various  city  and  county  agencies  and  departments; 
directs  the  control,  management  and  sale  of  real  property  owned  or  leased 
by  the  city;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  policy  and  methods  affecting  all  activities  and  functions 
of  the  real  estate  department;  achieving  widespread  economies  and/or 
preventing  widespread  losses  through  efficiently  committing  the  real 
estate  department  to  expenditures  of  large  amounts  of  money;  making 
contacts  to  establish  and  maintain  public  relations  frequently  involving 
difficult  and  complex  negotiations,  presentations,  and  interpretations 
of  policies,  rules  and  regulations  with  administrative  officials, 
representative  groups  and  legislative  bodies  on  specialized  real  property 
acquisition  and  management  problems;  directing  the  preparation,  review 
and  maintenance  of  records  and  reports  affecting  highly  specialized 
property  acquisition  and  management  activities  and  drawing  conclusions 
therefrom  upon  which  administrative  decisions  are  based. 

EXAMPLES  OF  DUTIES: 

1.  Administers,  through  subordinate  supervisory  personnel, 

the  acquisition  and  sale  of  all  real  property  and  improvements  required 
by  city  and  county  agencies  and  departments. 

2.  Conducts  negotiations  through  right-of-way  staff  for  the  purchase 
and  sale  of  land  involving  large  amounts  of  money  and  is  responsible 

for  all  real  estate  matters  of  the  city  and  county,  including  such  matters 
at  locations  outside  the  county  limits;  directs  appraisals  of  major 
projects,  such  as  redevelopment  areas  or  freeways. 

3.  Advises  the  board  of  supervisors,  public  utilities  commission, 
board  of  education  and  other  interested  departments  in  the  proper  conduct 
of  their  real  estate  affairs,  courses  of  action  to  be  taken,  preliminary 
planning  for  major  projects  such  as  freeways,  school  sites  and  airport 
expansions;  advises  the  board  of  supervisors,  sitting  as  a  board  of 
equalization,  on  tax  complaint  investigations. 

k.     Directs,  through  subordinate  supervisory  personnel,  control 
and  management  of  convention  facilities  and  major  parking  projects. 

5.  Recommends  and  advises  top  city  officials  relative  to  the  advan- 
tageous use,  disposition  or  sale  of  real  property  not  currently  being 
used. 

6.  Approves  all  proceedings  in  connection  with  the  sale  of  city- 
owned  property. 


CLASS  TITLE:   DIRECTOR  OF  PROPERTY   (continued)  CODE;  hXbO 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering  or  architecture,  supplemented  by  special  courses  in 
real  estate  appraisal  and  property  management. 

Requires  ten  years  of  progressively  responsible  real  property 
appraisal  and  acquisition  negotiation  experience,  including  five  years 
of  responsible  supervisory  and  administrative  experience!  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  laws  pertaining  to  the  securing  of  rights-of-way,  the  factors 
involved  in  appraising  property  and  the  principles  underlying  the 
appraisal  process;  property  values  and  the  effect  of  economic  trends 
upon  value  and  price;  condemnation  and  real  property  law  and  the  effects 
on  property  values  of  deed  and  tract  restrictions,  zoning  ordinances, 
set-backs,  tax  and  improvement  assessments,  easements  and  encroachments; 
the  common  methods  of  describing  real  property;  organization,  management 
and  the  principles  of  administration  including  personnel  management, 
budgeting  and  supervision. 

Requires  considerable  ability  to:   plan,  organize  and  direct  the 
work  of  an  appraisal  and  property  management  staff;  personally  negotiate 
the  most  intricate  and  highly  complex  property  acquisition  problems; 
supervise  the  management  of  rental  properties;  analyze  situations  and 
adopt  an  effective  course  of  action;  formulate  overall  policy  and  make 
recommendations  thereon  to  legislative  bodies,  other  departments,  and 
representative  groups  related  to  the  acquisition  and  sale  of  real  property. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Assistant  Director  of  Property 


CLASS  TITLE:   ASSESSMENT  CLERK  CODE:   U202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  clerical  and  public 
contact  work  in  supplying  a  variety  of  services  and  information  to  the 
general  public  relative  to  property  tax  matters;  assists  in  supervising 
temporary  personnel  assigned  during  the  tax  season;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  explaining  and  carrying  out  existing  tax 
assessment  policies  and  procedures;  making  regular  contacts  with  the 
general  public,  other  departments  and  outside  organizations  relative  to 
routine  property  tax  assessment  matters;  checking  and  reviewing  tax 
declarations  and  researching  records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  personal  and  telephone  requests  from  the  general  public 
seeking  information  on  taxable  properties  including  information  on  legal 
descriptions,  ownership,  assessed  evaluations  and  locations  of  property. 

2.  Searches  property  rolls  and  a  variety  of  records  relative  to 
changes  in  ownership  and  transfers  of  properties;  assists  taxpayers  and 
representatives  of  various  religious  groups  in  providing  general  informa- 
tion and  assistance  on  tax  matters  and  tax  exemptions. 

3.  Assists  taxpayers  in  the  preparation  of  property  tax  declara- 
tions and  reviews  and  accepts  same. 

I4..   Supervises  and  instructs  temporary  clerks  in  the  proper  handling 
of  tax  declarations. 

5.  Receives,  reviews  and  replies  to  a  variety  of  correspondence  on 
tax  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented  by  at  least  three  years  of  progressively  responsible  clerical  and 
office  experience  directly  related  to  property  tax  work;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the  terms, 
procedures  and  techniques  used  in  property  appraisal  and  taxation  record 
keeping;  the  laws,  ordinances  and  regulations  pertaining  to  personal  and 
real  property  tax  assessment;  modern  office  practices  and  techniques. 

Requires  considerable  ability  to  deal  effectively  and  courteously 
with  the  general  public;  analyze  requests  for  information  and  to  provide 
such  information  with  speed  and  accuracy;  prepare,  maintain  and  research 
a  variety  of  detailed  records  relative  to  tax  assessment  work. 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:   Senior  Clerk 


. 


CLASS  TITLE:   VETERANS  ASSESSMENT  SERVICES  SUPERVISOR     CODE:   Ii206 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  processing  veterans  claims  for 
personal  and  real  property  tax  exemption;  supervise  the  activities  of 
subordinate  employees  engaged  in  such  work;  and  performs  related  duties 
as  required. 

Requires  responsibility  for  interpreting  and  carrying  out  existing 
laws  and  regulations  relating  to  veterans  exemptions  from  personal  and 
real  property  taxes;  making  regular  contacts  with  the  general  public, 
representatives  of  outside  agencies,  groups  and  others  relative  to  claims 
and  information  regarding  veterans  exemptions;  preparing  and  reviewing 
detailed  records  and  papers  in  connection  with  veterans  tax  exemption 
claims . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  clerical  procedures  and  pro- 
cessess  necessary  to  veterans  claims  for  exemption  from  personal  and  real 
property  taxes  as  provided  by  law. 

2.  Interviews  exemption  claimants  and  provides  information  and 
assistance  necessary  to  the  filing  of  exemption  claims;  instructs 
seasonal  and  regular  employees  in  the  processess  and  regulations  govern- 
ing the  filing  of  such  claims. 

3.  Verifies  title  records  to  real  property  and  evidence  of  satis- 
factory military  services  and  other  evidence  necessary  to  the  qualifi- 
cation for  tax  exemption. 

1;,   Prepares  and  supervises  the  preparation  of  records,  correspon- 
dence and  reports  relating  to  veterans  claims. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented  by  at  least  four  years  of  progressively  responsible  clerical  and 
office  experience,  including  one  year  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of 
revenue  and  taxation  code  and  related  laws,  ordinances  and  regulations 
pertaining  to  veterans  tax  exemptions;  good  knowledge  of  modern  office 
operation  techniques  and  methods. 

Requires  ability  to  organize  and  supervise  the  work  of  subordinate 
personnel;  deal  effectively  and  tactfully  with  the  general  public;  review 
and  analyze  tax  exemption  claims  for  accuracy  and  sufficiency. 

PROMOTIVE  LINES: 


To:   Personal  Property  Records  Supervisor 
Real  Property  Records  Supervisor 

From:   Principal  Clerk 


CLASS  TITLE:  ASSESSMENT  SERA/TOES  SUPERVISOR  CODE;   1;208 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  all  activities  re- 
lated to  providing  a  wide  variety  of  services  and  information  to  the 
general  public  and  outside  agencies  in  connection  with  property  tax 
matters;  plans,  assigns  and  supervises  the  activities  of  subordinate 
personnel  engaged  in  such  work;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for  carrying  out,  interpreting  and  en- 
forcing existing  methods  and  procedures  relative  to  tas  assessment 
problems  and  information;  making  regular  contact  with  the  general 
public,  other  departmental  personnel  and  representatives  of  outside 
organizations  in  connection  with  tax  assessment  and  exemption  pro- 
blems; preparing,  checking  and  reviewing  detailed  work  papers  and 
reports  on  tax  assessments  and  exemption  matters. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  supplying  a  wide  variety  of 
services  and  information  on  property  tax  matters  including  informa- 
tion on  legal  descriptions,  ownership,  assessed  valuations  and 
location  of  property. 

2.  Reviews  complaints  of  inequities  and  discrepancies  in 
assessments  and  makes  recommendations  for  resolving  such  complaints. 

3.  Supervises  and  personally  hsrdles  the  filing  of  affidavits 
for  specific  tax  exemptions  for  churches,  cemetery  associations, 
orphanages  and  educational  institutions. 

k.      Reviews  and  processes  all  claims  for  exemptions  filed  under 
provision  of  revenue  and  taxation  code. 

5.  Interviews  representatives  of  various  organizations  and 
analyzes  submitted  documents  in  connection  with  tax  exemption 
matters. 

6.  Prepares  and  supervises  the  preparation  of  correspondence 
dealing  with  inquiries  and  information  on  property  tax  matters. 

7.  Prepares  and  supervises  the  preparation  of  detailed  reports, 
work  papers  and  records  on  property  tax  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
clerical  or  appraisal  experience  directly  related  to  property  assess- 
ment work,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  revenue  and  taxation  codes  and  other  ordinances,  laws  and  regula- 
tions applicable  to  tax  assessment;  the  methods  and  practices  used  in 
the  appraisal  of  real  and  personal  property  for  tax  assessment  purposes; 
the  overall  function  of  the  assessor's  office;  modern  office  management 
techniques  and  methods. 


CLASS  TITLE:  ASSESSMENT  SERVICES  SUPERVISOR  (continued)    CODE:   U208 

Requires  considerable  ability  to  deal  with  and  tactfully  handle  a 
variety  of  sensitive  tax  assessment  problems  with  the  general  public 
and  outside  organizations;  plan,  assign  and  supervise  the  work  of  sub- 
ordinate personnel;  prepare  and  review  detailed  documents  and  records 
relative  to  tax  assessment  matters;  analyze  financial  statements  and 
similar  documents  and  to  draw  logical  conclusions  therefrom;  prepare 
and  supervise  the  preparation  of  a  variety  of  detailed  reports  and 
records. 

PROMOTIVE  LINES: 

To:  Administrative  Assistant  to  the  Assessor 

From:  Personal  Property  Records  Supervisor 
Real  Property  Records  Supervisor 


CLASS  TITLE:   REAL  PROPERTY  RECORDS  SUPERVISOR  CODE:  \\2\2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  preparation  of  real  property 
assessment  rolls  and  the  maintenance  of  all  related  records  and  field 
maps;  supervises  the  activities  of  subordinate  personnel  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  enforcing 
existing  methods  and  procedures  relative  to  the  preparation  of  the  real 
property  assessment  roll;  making  regular  contacts  with  the  general  public, 
other  departmental  personnel  and  outside  organizations  and  representa- 
tives relative  to  the  preparation  of  the  real  property  assessment  roll; 
preparing,  checking  and  reviewing  detailed  declarations,  work  papers 
and  records  relative  to  the  preparation  of  real  property  assessment  roll. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  preparation  of  block  books, 
field  maps  and  new  subdivision  maps. 

2.  Interviews  the  general  public  and  representatives  of  outside 
organizations  in  order  to  resolve  problems  and  questions  concerning  real 
property  assessments. 

3.  Prepares  and  supervises  the  preparation  of  a  wide  variety  of 
statistical  records  and  reports  relative  to  the  preparation  of  the  real 
property  assessment  roll,  including  resolving  discrepancies  and  process- 
ing changes  in  property  declarations  and  ownerships. 

h.     Reviews  exemption  claims  for  conformity  with  established  regu- 
lations. 

5.  Determines  eligibility  and  attaches  the  lien  of  personal 
property  on  the  secured  roll, 

6.  Supervises  the  maintenance  of  the  master  property  record  and 
the  codification  of  parcels  involved. 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
clerical  and  office  experience  related  to  tax  assessment  work,  including 
two  years  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  revenue  and  taxation  codes,  laws,  ordinances  and  regulations 
applicable  to  real  property  assessment;  modern  office  methods,  techniques 
and  machines. 

Requires  considerable  ability  to:   plan,  assign  and  supervise  the 
work  of  subordinate  personnel;  deal  effectively  and  tactfully  with  the 
general  public;  analyze  and  review  detailed  tax  declarations,  work 
papers  and  records  in  connection  with  tax  assessment  matters. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From:   Veterans  Assessment  Services  Supervisor 


CLASS  TITLE:   PERSONAL  PROPERTY  RECORDS  SUPERVISOR        CODE:  h2lh 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  preparation  of  the  personal 
property  assessment  roll  and  the  maintenance  of  all  related  records; 
supervises  the  work  of  subordinate  personnel  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  interpreting,  carrying  out  and  enforcing 
existing  methods  and  procedures  relative  to  the  preparation  of  personal 
property  tax  rolls;  making  regular  contact  with  the  general  public,  other 
departmental  personnel  and  outside  organizations  relative  to  personal 
property  tax  assessment  matters;  checking  and  reviewing  detailed  state- 
ments and  records  necessary  to  the  preparation  and  maintenance  of  personal 
property  tax  rolls. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  organizes  activities  necessary  to  the  preparation  of 
annual  personal  property  tax  rolls,  including  the  preparation  of  instruc- 
tions and  manuals  for  training  of  temporary  clerical  and  field  staff 
members. 

2.  Personally  conducts  a  school  of  instruction  to  advise  temporary 
employees  of  field  and  office  procedures  during  the  assessment  season. 

3.  Supervises  the  delivery  of  official  demands  and  the  filing  of 
declarations  by  taxpayers. 

k.     Reviews  and  adjusts  complaints  and  differences  between  taxpayers 
and  office  personnel. 

5>.   Prepares  and  supervises  the  preparation  of  reports  and  records 
pertaining  to  the  preparation  of  personal  property  tax  rolls  and  penal 
assessment  rolls. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented  by  five  years  of  progressively  responsible  clerical  and  office 
experience  in  connection  with  tax  assessment  work,  including  two  years 
of  supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  revenue  and  taxation  codes,  laws,  ordinances  and  regulations  applicable 
to  personal  property  tax  assessment;  the  principles  and  practices  used  in 
the  appraisal  of  personal  property;  modern  office  techniques  and  methods. 

Requires  considerable  ability  to  plan,  assign  and  supervise  the  work 
of  subordinate  office  and  field  personnel;  review  and  analyze  detailed 
statements,  work  papers  and  records  on  tax  assessment  matters;  deal 
effectively  and  tactfully  with  the  general  public. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:  Veterans  Assessment  Services  Supervisor 


CLASS  TITLE:   PERSONAL  PROPERTY  AUDITOR  CODE:   U220 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  inspecting,  analyzing 
and  evaluating  personal  property  holdings  of  business  firms  for  tax 
assessment  purposes;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  and  explaining  existing 
auditing  procedures  and  methods  in  connection  with  personal  property 
assessment  activities;  making  regular  contacts  with  the  general  public 
and  representatives  of  business  and  commercial  firms  relative  to  tax 
assessment  activities;  preparing,  checking  and  reviewing  detailed  finan- 
and  operational  records  and  reports  in  connection  with  tax  assessment 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Examines  and  audits  ?~counting  records,  financial  statements 
and  related  documents  of  industrial  and  commercial  business  firms  in 
connection  with  the  assessment  of  personal  property  taxes  prescribed  by 
law. 

2.  Inspects  and  appraises  personal  property  including  merchandise, 
industrial  machinery,  office  equipment  and  leasehold  improvements  and 
reconciles  financial  records  and  other  related  data. 

3.  Adjusts  inventories  for  purchases,  fabrications,  processing  and 
sales  between  last  inventory  data  and  the  tax  assessment  date. 

U.  Reviews  and  discusses  audit  findings  with  property  owners  or 
their  representatives. 

5.  Assists  tax  payers  filing  tax  declarations  in  the  assessor's 
office  in  completing  their  declarations,  and  answers  questions  on  per- 
sonal property  tax  matters. 

6.  Supervises  and  instructs  temporary  clerks,  during  the  assess- 
ment period,  in  the  distribution  of  property  tax  demands  and  completion 
of  demand  notices  during  the  filing  season. 

7.  Examines  books,  accounts  and  supporting  records  relative  to  the 
purchase  and  use  tax  returns  of  tax  payers  and  establishes  tax  liability 
or  refunds. 

8.  Reviews  probate  inventories  to  ascertain  the  portion  of  such 
inventories  which  are  subject  to  personal  property  tax. 

9.  Examines  and  assesses  personal  property  stored  in  commercial 
warehouses;  prepares  work  papers  and  reports  of  field  auditing  activities. 

MI  FT  MUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  the  methods 
and  practices  used  in  auditing  accounting  and  financial  records;  revenue 
and  taxation  codes  pertaining  to  the  assessment  of  personal  property. 

Requires  ability  to  audit  and  appraise  personal  property;  analyze 
financial  and  accounting  data  and  draw  logical  conclusions  therefrom 
maintain  cooperative  and  effective  relationships  with  the  general  public; 
prepare  accurate  and  concise  work  papers  and  reports  on  auditing  activities. 


CLASS  TITLE:  PERSONAL  PROPERTY  AUDITOR  (continued)       CODE:  1±220 

Requires  skill  in  the  application  of  accounting  and  auditing  tech- 
niques to  practical  field  problems. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tors license. 

PROMOTIVE  LINES: 

To:  Senior  Personal  Property  Auditor 

From:  Original  Examination 


CLASS  TITLE:   SENIOR  PERSONAL  PROPERTY  AUDITOR  CODE:   1+222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  examining,  analyzing 
and  evaluating  the  personal  property  and  fixtures  of  large  commercial 
and  industrial  establishments  in  connection  with  personal  property  tax 
assessments;  may  supervise  temporary  clerical  personnel  in  connection 
with  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  exist- 
ing tax  assessment  methods  and  procedures  in  connection  with  personal 
property  taxes;  making  regular  contacts  with  the  general  public  and 
representatives  of  business  and  industrial  organizations  in  connection 
with  explaining  and  interpreting  application  of  the  personal  property 
tax  laws;  preparing  and  checking  important  financial  and  accounting 
records  relative  to  personal  property  assessment  activities. 

EXAMPLES  OF  DUTIES: 

1.  Examines  and  audits  difficult  and  complex  accounting  records, 
financial  statements  and  related  documents  of  industrial  and  commercial 
firms  in  connection  with  the  assessment  of  personal  property  taxes. 

2.  Inspects  and  appraises  personal  property,  including  merchan- 
dise, industrial  machinery,  office  equipment  and  leasehold  improvements 
in  order  to  reconcile  differences  between  financial  records  and  other 
evaluation  data. 

3.  Adjusts  inventories  for  purchase,  fabrications,  processing,  and 
sale,  between  last  inventory  date  and  tax  assessment  date. 

k.      Examines  and  audits  difficult  and  complex  accounting  records  of 
business  and  industrial  establishments  whose  records  are  not  maintained 
or  available  in  the  city. 

$.      Prepares  various  complex  work  papers  and  reports  on  audits  and 
assessment  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experienoe:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  accounting. 

Requires  two  years  of  progressively  responsible  accounting  and 
auditing  experience  in  the  appraisal  of  business  personal  property,  in- 
cluding commercial  and  industrial  property;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
methods  and  techniques  used  in  the  appraisal  of  commercial  and  indus- 
trial properties  and  fixtures  for  personal  property  tax  purposes;  gen- 
eral accounting  and  auditing  principles  and  procedures;  existing  laws 
and  codes  applicable  to  the  assessment  of  personal  property  taxes. 


GLASS  TITLE:   SENIOR  PERSONAL  PROPERTY  AUDITOR  CODE:   i;222 

(continued) 

Requires  considerable  ability  to:   audit  and  appraise  a  wide  vari- 
ety of  personal  property  for  assessment  purposes;  analyze  difficult 
assessment  problems  and  take  appropriate  actions;  analyze  complex 
financial  and  accounting  systems;  prepare  accurate  and  concise  work 
papers  and  reports  of  auditing  activities. 

Requires  considerable  skill  in  the  application  of  accounting,  au- 
diting and  assessment  techniques  and  methods  to  practical  field  prob- 
lems. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  Principal  Personal  Property  Auditor 

From:   Personal  Property  Auditor 


CLASS  TITLE:   PRINCIPAL  PERSONAL  PROPERTY  AUDITOR  CODE:   U22U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  organizing  and  supervising  the 
appraisal  of  personal  property  and  fixtures  of  commercial  and  industrial 
firms  for  tax  assessment  purposes;  personally  audits  the  more  complex 
accounts  and  carries  out  specialized  auditing  and  assessment  assignments; 
or  performs  specialized  auditing  work  in  connection  with  import  and  export? 
bankruptcy,  board  of  trade  and  probate  matters  involving  personal  property 
taxes;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  coordi- 
nating existing  personal  property  tax  assessment  methods  and  procedures; 
making  regular  important  contacts  with  the  general  public  or  representa- 
tives of  businesses  or  industrial  firms  in  connection  with  personal  property 
assessment  matters;  preparing,  checking,  reviewing  and  approving  important 
records  and  reports  relative  to  personal  property  assessments. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises,  reviews  and  approves  the  activities  and  field 
audits  of  subordinate  property  auditors;  occasionally  accompanies  sub- 
ordinate auditors  in  the  field  and  assists  in  completing  more  complex 
audits;  examines  auditor's  findings  and  makes  determinations  as  to  final 
assessments. 

2.  Audits  and  supervises  auditing  activities  relating  to  commercial 
warehouses,  household  and  warehouse  probate  matters,  board  of  trade,  private 
trustee  and  court  trust  assessments. 

3.  Interviews  taxpayers  and  representatives  of  business  and  industrial 
firms  relative  to  complaints  on  assessed  evaluations. 

k.      Recommends  or  approves  changes  in  assessed  evaluations;  plans, 
supervises  and  participates  in  the  annual  out-of-state  audit  tours. 

5.  Interprets  state  revenue  and  taxation  codes  to  subordinate 
employees,  the  general  public  and  representatives  of  businesses  and  indus- 
trial firms. 

6.  Plans  and  executes  surveys  covering  the  assessment  of  specialized 
classes  of  personal  property;  inspects  and  reviews  household  property; 
returns  and  audits  appraisals  when  necessary. 

7.  May  appear  in  court  as  an  expert  witness  on  personal  property 
matters . 

8.  Trains  and  supervises  the  training  of  new  auditors  and  seasonal 
clerical  staff. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting. 


CLASS  TITLE:   PRINCIPAL  PERSONAL  PROPERTY  AUDITOR  CODE:   U22U 

(continued) 

Requires  four  years  of  progressively  responsible  experience  in 
accounting,  auditing  and  appraisal  of  personal  property  and  fixtures  of 
large  commercial  and  industrial  firms;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  general  accounting  and  auditing  principles  and  procedures;  the  methods 
and  techniques  used  in  the  appraisal  of  commercial  property  and  fixtures; 
revenue  and  tax  codes  pertaining  to  the  assessment  of  personal  property. 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
work  of  subordinate  auditing  personnel;  make  business  personal  property 
appraisals  of  the  most  difficult  and  complex  type;  analyze  existing  appraisal 
and  assessment  systems  and  make  recommendations  for  their  revision;  analyze 
financial  and  accounting  records  and  draw  logical  conclusions  therefrom; 
prepare  complex  work  papers  and  reports  on  assessment  matters. 

License:  Requires  a  valid  state  motor  vehicle  operators  license. 

PROMOTIVE  LINES: 

To:   Chief  Personal  Property  Auditor 

From:   Senior  Personal  Property  Auditor 


CLASS  TITLE:   CHIEF  PERSONAL- PROPERTY  AUDITOR  CODE:   1|226 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  planning,  coordinating 
and  directing  the  work  of  subordinate  personnel  engaged  in  the  auditing 
and  evaluation  of  all  types  of  personal  property  in  the  city  and  county; 
and  performs  related  duties  as  required. 

Requires  mljor  responsibility  for  developing,  coordinating  and  en- 
forcing tax  assessment  procedures  and  methods  relative  to  the  evaluation 
of  personal  property;  making  regular  important  contacts  with  the  general 
public,  property  owners  and  representatives  of  business  and  industrial 
firms  in  connection  with  personal  property  and  assessment  matters;  requires 
over-all  supervisory  responsibility  for  the  preparation  of  important  per- 
sonal property  tax  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  formulation  of  appraisal  policies  relating  to 
personal  property  appraisal  work. 

2.  Answers  inquiries  and  adjusts  complaints  referred  by  field  audi- 
tors or  by  supervisory  or  subordinate  office  personnel. 

3.  Meets  and  confers  with  tax  payers  and  legal  and  fiscal  representa- 
tives of  business  and  industrial  firms  relative  to  assessment  procedures 
and  property  evaluation  methods  and  practices. 

U.  Reviews  personal  property  taxation  and  assessment  methods  and 
makes  recommendations  for  refinement  or  changes. 

5.  Represents  the  assessor  on  assessment  problems  and  procedures 
at  state  and  local  board  of  equalization  meetings  and  other  professional 
functions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting. 

Requires  six  years  of  progressively  responsible  experience  in  appraisal 
work  for  tax  assessment  purposes  on  personal  property  and  fixtures  of  large 
commercial  and  industrial  firms,  including  three  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  the  methods  and  procedures  used  in  appraisal,  for  tax  assessment  pur- 
poses, of  personal  property  and  fixtures  of  commercial  and  industrial 
firms;  general  accounting  and  auditing  principles  and  procedures;  revenue 
and  taxation  codes  pertaining  to  assessment  of  personal  property  for  tax 
assessment  purposes. 

Requires  considerable  ability  to  plan,  coordinate  and  direct  the 
work  of  subordinate  personnel;  develop  appraisal  standards  and  evaluation 
schedules;  audit  complex  commercial  and  industrial  accounting  systems  and 
effectively  relate  such  audits  to  the  tax  assessment  program;  analyze 
and  resolve  difficult  or  complex  evaluation  and  assessment  problems; 
speak  and  write  effectively  and  prepare  accurate  and  concise  work  papers 
and  reports. 


CLASS  TITLE:  CHIEF  PERSONAL  PROPERTY  AUDITOR  (continued)   CODE:   1*226 

Requires  considerable  skill  in  the  application  of  assessment,  auditing 
and  accounting  procedures  and  techniques  to  practical  tax  assessment  pro- 
blems . 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tors license. 

PROMDTIVE  LINES: 

To :   Assistant  Assessor 

From:  Principal  Personal  Property  Auditor 


CLASS  TITLE:   ESTATE  INVESTIGATOR  CODE:   1;230 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  perforins  responsible  investigative  work 
in  connection  with  the  locating,  inventory  and  preservation  of  assets 
of  estates  coming  under  the  jurisdiction  of  the  public  administrator; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out,  explaining  and  enforcing 
policies  and  procedures  of  the  public  administrator's  office  relative 
to  estate  matters;  personal  contacts  with  friends  and  relatives  of  the 
deceased,  business  and  professional  people,  government  officials  and 
the  general  public;  preparing  important  legal  and  financial  records 
concerning  the  collection  and  disposition  of  property;  handling  prop- 
erty and  large  sums  of  money. 

EXAMPLES  OF  DUTIES: 

1.  Collects  keys  to  premises  and  safe  deposit  boxes,  personal 
papers  and  valuables  of  deceased  persons;  collects  pertinent  background 
information  on  such  persons  from  the  coroner  and  various  hospitals  and 
institutions;  packs  and  takes  into  custody  personal  effects  such  as 
clothing  or  other  personal  properties;  maintains  storage  rooms  and  re- 
cords showing  property  on  hand  and  final  disposition  of  same;  assists 
in  the  sale  of  articles  to  be  liquidated  from  estates. 

2.  Assists  in  all  investigations  of  premises  and  effects  of  de- 
ceased persons;  locates  wills,  burial  instructions,  evidence  of  safe 
deposit  boxes  and  other  valuables  and  evidence  of  assets  and  takes  into 
custody  automobiles,  trucks  and  motorcycles  and  delivers  same  to  public 
administrator's  garage. 

3.  Investigates  complaints  regarding  real  property  being  held  by 
the  public  administrator  and  claims  by  parties  alleging  to  have  left 
properties  in  custody  with  deceased;  obtains  affidavits  from  claimants 
and  delivers  property  to  claimants  as  directed. 

i;.  Hakes  safe  deposit  box  searches  and  assists  in  compiling  in- 
ventories of  contents. 

5.   Processes  and  enters  all  claims  against  estates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  public  administration,  business  administration,  law,  economics  or 
accounting. 

Requires  one  year  of  business  experience  involving  investigative 
responsibilities  and  the  processing  of  legal  and  financial  documents; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  legal  doc- 
uments, titles  to  property,  both  real  and  personal;  office  and  court 
procedures;  processes  involved  in  the  administration  of  estates,  in- 
cluding real  estate  practices,  banking  and  other  financial  procedures. 


CLASS  TITLE:  ESTATE  INVESTIGATOR  (continued)  CODE:   i|230 

Requires  ability  to:   deal  courteously  and  effectively  with  others 
in  handling  difficult  personal  situations;  perforin  investigations;  ad- 
minister the  estates  of  deceased  persons;  prepare  reports. 

PROMOTIVE  LINES: 

Tp_i  Assistant  Public  Administrator 

From:   Original  Entrance  Examination 


CLASS  TITLE:  ESTATE  TAX  ANALYST  CODE:   1*23U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  reviews  and  analyzes  inventories  of  estates 
under  control  of  the  public  administrator  in  connection  with  the  payment 
of  taxes  due  to  federal,  state  and  city  jurisdictions;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for  carrying  out  existing  policy  and  pro- 
cedures relating  to  payment  of  state  taxes;  making  frequent  personal 
contacts  with  tax  officials  of  various  governmental  units,  relatives 
and  friends  of  deceased  persons,  lawyers  and  business  representatives; 
preparing  important  legal  tax  records. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  inheritance  tax  affidavits  showing  proof  of  heirship 
and  other  pertinent  data  from  written  instruction  from  attorneys;  does 
research  investigation  on  special  tax  cases. 

2.  Analyzes  estate  inventories  to  determine  which  taxes  are  due 
for  the  current  year  as  well  as  for  four  years  prior  to  death;  secures 
information  as  to  source  and  amount  of  income;  prepares  delinquent  and 
fiduciary  returns;  secures  audit  from  federal  and  state  tax  authorities 
on  all  returns  filed. 

3.  Analyzes  and  prepares  federal  estate  tax  returns. 

I;.   Analyzes  personal  property  tax  statements  submitted  by  assessor 
with  taxable  assets  in  each  estate  and  makes  decision  to  pass  or  reject 
such  statements. 

5.  Enters  into  court  calendar  cases  with  tax  entries  and  secures 
or  prepares  necessary  legal  documents  for  court  hearings. 

6.  Supervises  the  maintenance  and  upkeep  of  tax  files. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  five  years  of  clerical  and  office  experience  related 
to  the  processing  of  inheritance,  income  and  other  federal,  state  and 
municipal  taxes;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  legal  forms,  documents,  terminology  and  estate  tax  proceedings;  real 
and  personal  property  and  federal  and  state  taxation  laws  and  regula- 
tions; general  office  procedures. 

Requires  ability  to  analyze,  compute  and  process  estates  according 
to  applicable  laws,  ordinances  and  regulations;  maintain  accurate  files 
and  records  on  cases  handled. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Senior  Legal  Stenographer 

Original  entrance  examination 


CLASS  TITLE:   INHERITANCE  TAX  EXAMINER  CODE:   l|2UO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  ordinary  field  and  office  work  in  con- 
nection with  processing  papers  and  documents  and  the  inventory  of  safety 
deposit  boxes  in  connection  with  the  collection  of  inheritance  taxes; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  policies  and 
methods  relative  to  application  of  inheritance  tax  laws;  making  regular 
contacts  of  an  extremely  delicate  nature  with  the  families  of  recently 
deceased  persons  relative  to  inheritance  tax  matters;  preparing  and 
maintaining  records  and  reports  on  inheritance  tax  matters. 

EXAMPLES  OF  DUTIES: 

1.  Makes  appointments  and  conducts  routine  interviews  with  fami- 
lies of  recently  deceased  persons  relative  to  the  inventory  and  itemiz- 
ing of  assets  in  safety  deposit  boxes. 

2.  Prepares  consents  to  transfer  assets  and  funds  of  deceased 
persons  upon  completion  of  inventories  and  the  payment  of  inheritance 
taxes;  prepares  receipts  for  payments  made. 

3.  Maintains  all  office  records  and  files  in  connection  with 
inheritance  tax  operations. 

k.  Assists  in  inventorying  the  contents  of  safety  deposit  boxes; 
may  be  assigned  individually  to  inventories  of  a  less  complex  nature. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  two  years  of  progressively  responsible  clerical  and  business 
experience,  including  considerable  public  contact  work;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the 
various  documents  representing  assets  and  liabilities  such  as  stocks, 
bonds,  deeds,  and  negotiable  instruments;  fiscal  records  and  procedures 
of  banks  and  business  institutions;  modern  office  practices  and  pro- 
cedures; complex  record  keeping  systems. 

Requires  ability  to:  interpret  complex  provisions  of  legal  codes 
and  procedures,  including  the  probate  code;  effectively  handle  persons 
under  emotional  strain  and  to  inspire  confidence  and  cooperation. 

PROMOTIVE  LINES: 

To:   Senior  Inheritance  Tax  Examiner 

From:   Original  Examination 


CLASS  TITLE:   SENIOR  INHERITANCE  TAX  EXAMINER  CODE:   l|2li2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  field  and  office 
work  in  examining  the  extent  and  kind  of  personal  assets  left  by  deceased 
persons  relative  to  the  assessment  of  inheritance  taxes;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  explaining  and  carrying 
out  applicable  provisions  of  existing  inheritance  tax  laws;  making 
regular  contacts  of  an  extremely  delicate  nature  with  the  families  of 
recently  deceased  persons;  checking  and  reviewing  detailed  and  complex 
records  and  instruments  found  in  safety  deposit  boxes. 

EXAMPLES  OF  DUTIES: 

1.  Attends  openings  of  safety  deposit  boxes  of  deceased  persons 
and  examines  the  extent  and  kind  of  personal  assets  therein;  itemized  and 
describes  the  contents  of  such  boxes  for  computation  of  inheritance  tax 
liability. 

2.  Prepares  and  issues  consents  to  transfer  assets;  consults  and 
corresponds  with  attorneys  and  heirs  to  facilitate  and  expedite  release 
of  deceased  persons  assets. 

3.  Confers  with  attorneys  and  heirs  and  provides  information  on 
the  application  of  the  probate  code;  accepts  payment  for  inheritance  tax 
liabilities  and  issues  receipts  for  same. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  progressively  responsible  clerical 
and  business  experience,  including  experience  in  public  contact  work; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
various  documents  representing  assets  and  liabilities  such  as  stocks, 
bonds,  real  property  deeds,  negotiable  instruments,  bank  accounts  and 
trust  funds;  knowledge  of  internal  fiscal  records  and  procedures  of 
banks  and  business  institutions;  modern  office  practices  and  procedures 
and  office  equipment. 

Requires  ability  to:   interpret  complex  provisions  of  legal  codes 
and  procedures,  including  the  probate  code;  deal  effectively  with 
persons  under  emotional  strain  and  to  inspire  confidence  and  coopera- 
tion; exercise  a  high  degree  of  poise  and  tactfulness;  interpret  and 
apply  existing  laws,  rules  and  regulations  to  specific  situations; 
analyze  data  and  information  and  to  draw  logical  conclusions  therefrom; 
make  clear  and  comprehensive  reports  on  examinations  made. 

PROMOTIVE  LINES: 

To:   Principal  Inheritance  Tax  Examiner 

From:   Inheritance  Tax  Examiner 


CLASS  TITLE:   PRINCIPAL  INHERITANCE  TAX  EXAMINER  CODE:   U2l|U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  all  functions  and  operations  of 
the  inheritance  tax  division  of  the  treasurer's  office;  plans,  assigns 
and  supervises  the  activities  of  subordinate  personnel  engaged  in  such 
functions;  and  performs  related  duties  as  required. 

Requires  responsibility  for  interpreting  and  coordinating  existing 
laws  related  to  the  collection  of  inheritance  taxes;  making  regular  con- 
tacts of  extremely  delicate  nature  with  families  of  recently  deceased 
persons;  requires  over-all  supervisory  responsibility  for  the  preparation 
of  detailed  inventories,  records  and  reports  relating  to  inheritance  tax 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Receives  and  reviews  inventories  of  safety  deposit  boxes  rela- 
tive to  the  assessment  of  inheritance  taxes. 

2.  Meets  and  confers  with  legal  and  bank  representatives  and  families 
of  deceased  persons  in  connection  with  the  administration  of  inheritance 
tax  laws  and  the  collection  of  inheritance  taxes. 

3.  Supervises  and  approves  the  preparation  of  consents  to  release 
assets  upon  review  and  approval  of  safety  deposit  box  inventories. 

U.  Maintains  liaison  with  state  officers  relative  to  the  collection 
of  commissions  paid  to  the  city  as  agent  in  inheritance  tax  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  six  years  of  progressively  responsible  clerical  and 
business  experience  with  responsible  experience  in  public  contact  work, 
including  two  years  of  responsible  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  various  documents  representing  assets  and  liabilities;  the  internal 
fiscal  records  and  procedures  of  banks  and  business  institutes;  the  various 
laws,  codes  and  regulations  applicable  to  inheritance  taxes;  modern  office 
methods  and  practices. 

Requires  considerable  ability  to  interpret  provisions  of  legal  codes 
and  procedures  including  the  probate  code;  meet  and  deal  effectively  with 
persons  under  emotional  strain;  inspire  confidence  and  cooperation  and  to 
exercise  a  high  degree  of  poise  and  tactfulness  in  dealing  with  such 
persons;  plan,  assign  and  supervise  the  work  of  subordinates. 

PROMOTIVE  LINES: 

To:  Assistant  Treasurer 

From:   Senior  Inheritance  Tax  Examiner 


CLASS  TITLE:   MARINE  APPRAISER  CODE:   i|250 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  makes  physical  inspection  of  all  types 
of  water  craft  and  estimates  their  value  for  tax  assessment  purposes; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
tax  assessment  procedures  related  to  the  personal  property  taxes  of 
various  water  craft;  making  regular  contacts  with  the  general  public  on 
tax  assessment  matters  pertaining  to  taxable  water  craft;  preparing  and 
maintaining  detailed  records  on  all  taxable  water  craft  in  the  city  and 
county. 

EXAMPLES  OF  DUTIES: 

1.  Makes  field  inspections  in  connection  with  identifying  types, 
locations  and  ownership  of  taxable  water  craft. 

2.  Interviews  owners  of  taxable  water  craft  and  assists  them  in 
complying  with  laws  pertinent  to  the  registration,  assessment  and  tax- 
ation of  such  crafts. 

3.  Explains  methods  used  to  determine  assessed  evaluations  of 
water  craft;  certifies  annual  tax  declarations  filed  by  boat  owners, 
and  renders  assistance  in  the  preparation  of  such  declarations. 

h-     Requests  and  evaluates  various  data  in  establishing  costs  of 
duplication,  replacement  and  market  value  of  water  craft,  including 
repair,  conversion,  alteration,  reconstruction  and  repowering  in  con- 
nection with  establishing  proper  evaluations  for  tax  purposes. 

5.   Prepares  a  variety  of  reports  and  work  papers  relative  to  the 
taxation  of  water  craft. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  progressively  responsible  experience 
in  the  inspection,  survey,  repair  and  construction  of  all  types  of  water 
craft;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the 
methods  and  procedures  used  in  appraising  water  craft  and  auxiliary 
marine  equipment;  the  construction,  materials  and  equipment  common  to 
a  variety  of  water  craft;  revenue  and  tax  codes  applicable  to  water 
craft. 

Requires  ability  to:   recognize  and  interpret  the  factors  effecting 
the  values  of  water  craft;  analyze  various  data  applicable  to  the  tax 
assessment  of  water  craft  and  draw  logical  conclusions  therefrom;  pre- 
pare and  maintain  accurate  records  and  reports. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tors license. 


CLASS  TITLE:   MARINE  APPRAISER  (continued)  CODE:   U2£0 

PROMOTIVE  LINES: 

To:   Senior  Marine  Appraiser 

From:   Original  Examination 


CLASS  TITLE:   SENIOR  MARINE  APPRAISER  CODE:   1+2^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  evaluation,  for  tax 
purposes,  of  all  water  craft  registered  in  the  city  and  county;  super- 
vises the  activities  of  subordinate  personnel  engaged  in  such  appraisal 
and  evaluation  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  tax  laws 
as  they  apply  to  water  craft;  making  regular  important,  contacts  with 
boat  owners  and  outside  agencies  in  connection  with  tax  assessment  mat- 
ters; preparing,  checking  and  reviewing  detailed  records  relative  to  the 
tax  assessment  of  water  craft. 

EXAMPLES  OF  DUTIES: 

1.  Examines  and  checks  values  recommended  by  subordinates  to  as- 
sure tax  equalization  for  the  various  types  of  water  craft  involved. 

2.  Assists  and  advises  other  assessment  districts  on  matters  re- 
lated to  the  taxation  of  water  craft. 

3.  Supervises  the  preparation  and  maintenance  of  work  papers,  re- 
ports and  records  reflecting  the  ownership  status  and  physical  features 
of  water  craft. 

k.      Personally  makes  specialized  or  difficult  evaluation  surveys  of 
taxable  water  craft. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  seven  years  of  progressively  responsible  experi- 
ence in  the  surveying,  inspection,  construction  and  repair  of  all  types 
of  water  craft,  including  three  years  of  responsible  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  methods  and  practices  utilized  in  appraising  all  types  of  water 
craft;  economic  and  other  factors  affecting  the  value  of  water  craft. 

Requires  considerable  ability  to:   plan,  organize  and  supervise  the 
marine  appraisal  program;  make  marine  appraisals  of  a  more  difficult  and 
complex  nature;  establish  and  maintain  cooperative  and  effective  rela- 
tionships with  marine  property  owners  and  outside  agencies  and  organiza- 
tions; analyze  and  evaluate  data  and  information  and  draw  logical  con- 
clusions therefrom. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tors license. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Marine  Appraiser 


CLASS  TITLE:   REAL  ESTATE  ANALYST  CODE:   1*2^6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  conducting  statistical 
and  economic  surveys  relative  to  conditions  and  trends  in  the  real  estate 
market  in  determining  equitable  assessed  values  and  anticipating  changes 
effecting  real  property  values;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   assisting  in  the  development  of 
new  techniques,  procedures  and  legislation  effecting  real  property  tax 
matters;  making  regular  contacts  with  persons  at  all  levels  in  respect 
to  real  property  tax  matters;  requires  independent  responsibility  for 
preparing  and  reviewing  important  and  detailed  records  and  reports  on 
real  estate  transactions. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  large  real  property  sales  and  consults  with  land  and 
building  appraisers  in  determining  the  influence  of  such  sales  on 
property  values. 

2.  Forecasts  the  trends  in  real  estate  values  on  the  basis  of 
research  and  analysis;  makes  a  wide  variety  of  real  estate  studies 
including  rental  and  vacancy  studies,  studies  of  changes  in  neighbor- 
hood patterns  and  redevelopment  and  construction  impact  on  property 
evaluation. 

3.  Represents  the  assessor  before  various  bureaus  and  agencies 
on  matters  pertaining  to  property  evaluation;  attends  conferences  and 
reports  on  the  effect  of  city  planning  proposals  on  assessed  evalua- 
tions . 

h.     Maintains  liaison  with  other  county  and  state  agencies  on 
intercounty  problems,  statistical  surveys,  appraisal  techniques  and 
uniform  assessment  standards. 

5.  Attends  legislative  committee  hearings  and  presents  testimony 
on  legislation  covering  tax  and  assessment  practices  which  effect  the 
city  and  county. 

6.  Corresponds  and  personally  conducts  interviews  with  the  general 
public  involving  technical  aspects  of  property  evaluations;  may  appear 
before  various  civic  organizations  and  real  estate  groups  to  discuss  or 
speak  on  real  property  evaluation  for  assessment  purposes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration,  accounting,  economics  or  statistics, 
supplemented  by  special  course  work  in  real  estate  appraisal,  particularly 
as  applied  to  the  appraisal  of  land  and  buildings. 

Requires  six  years  of  progressively  responsible  experience  in 
negotiating  transfer  and  sale  of  real  property,  analyzing  property 
income  statements  and  appraisal  of  buildings  and  land;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   REAL  ESTATE  ANALYST   (continued)  CODE:   1|256 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  methods  and  procedures  utilized  in  gathering  and  analyzing  data 
and  conducting  statistical  and  economic  surveys  relative  to  the  evalua- 
tion of  real  property;  the  revenue  and  taxation  code  and  existing  laws, 
ordinances  and  regulations  governing  real  property  tax  assessment; 
factors  involved  in  the  appraisal  of  real  property  and  the  principles 
underlying  the  appraisal  of  real  property. 

Requires  considerable  ability  to:   establish  and  maintain  working 
relationships  with  the  general  public,  other  governmental  agencies  and 
various  civic  organizations  and  groups;  review  and  analyze  complex 
records,  reports  and  data  and  to  make  sound  recommendations  on  real 
property  assessments  therefrom. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Original  examination 


CLASS  TITLE:   REAL  PROPERTY  APPRAISER  (LAND)  CODE:   U260 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  appraisal  work  in  connec- 
tion with  examining,  analyzing  and  evaluating  industrial,  commercial  and 
residential  lands  for  tax  assessment  purposes;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
real  property  tax  assessment  policies  and  methods;  making  regular  contacts 
with  the  general  public  on  property  assessment  matters;  preparing  reports 
and  work  papers  on  appraisal  activities. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  sales  within  an  assigned  district,  including  leases, 
rentals,  trust  deeds  and  other  data  relative  to  market  value  as  an  aid  in 
estimating  land  values  for  assessment  purposes. 

2.  Makes  field  investigations  of  land  topography  and  other  value 
factors  as  an  aid  in  estimating  land  values. 

3.  Reconciles  land  and  improvement  valuations  in  establishing  equity 
in  assessments. 

k.      Recommends  changes  in  assessed  valuations  to  maintain  an  equitable 
basis  for  assessment  of  all  properties  within  an  assigned  district. 

$.     Estimates  unit  land  values  by  comparison  and  applies  standardized 
procedures  to  derive  total  land  values  from  unit  land  values. 

6.  Derives  total  parcel  values  and  residual  land  or  building  values 
from  sales,  income  and  depreciated  replacement  cost  data. 

7.  Investigates  and  analyzes  new  subdivision  areas;  inspects  reli- 
gious and  welfare  properties  relating  to  exemption  requests. 

8.  Investigates  complaints  on  tax  assessments  and  prepares  related 
reports;  interviews  taxpayers,  explains  appraisal  and  assessment  procedure. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration,  economics,  accounting  or  closely  related  fields, 
supplemented  by  special  course  work  in  real  estate  appraisal;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   the  methods 
and  practices  used  in  the  appraisal  of  land  for  tax  purposes;  the  revenue 
and  taxation  codes. 

Requires  ability  to:   evaluate  and  interpret  economic  and  environ- 
mental factors  affecting  the  value  of  real  property,  particularly  as 
applied  to  land;  deal  effectively  and  courteously  with  the  general  public; 
analyze  data  and  keep  accurate  and  detailed  records  of  appraisals. 


CLASS  TITLE:   REAL  PROPERTY  APPRAISER  (LAND)  (continued)    CODE:   1+260 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operators 
license. 

PROMOTIVE  LINES: 

To:   Senior  Real  Property  Appraiser  (Land) 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  REAL  PROPERTY  APPRAISER  (LAND)         CODE:   U262 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  appraisal  work  in 
connection  with  examining,  analyzing  and  evaluating  industrial,  com- 
mercial and  residential  lands  for  tax  assessment  purposes]  assists  in 
training  new  appraisal  personnel;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   explaining,  carrying  out  and  enforcing 
existing  real  property  tax  assessment  policies  and  methods;  making 
regular  responsible  contacts  with  the  general  public  and  property  owners 
on  property  assessment  matters]  preparing  detailed  reports  and  work 
papers  on  appraisal  activities. 

EXAMPLES  OF  DUTIES: 

1.  Appraises  high  valuation  industrial,  commercial  and  residential 
lands  in  an  assigned  district. 

2.  Assembles  and  analyzes  sales,  income  and  replacement  cost  data 
in  estimating  land  values  for  assessment  purposes]  derives  total  and 
residual  land  values  from  assembled  data]  converts  total  land  values  to 
unit  land  values]  estimates  other  unit  land  values  by  comparison  and 
applies  standardized  procedures  to  derive  total  land  values  from  unit 
land  values. 

3.  Recommends  changes  in  assessed  valuations  to  maintain  an 
equitable  basis  for  assessment  of  all  properties, 

U.   Conducts  special  appraisal  surveys,  such  as  rental  surveys  in 
commercial  areas. 

$.      Explains  basis  of  assessments  to  property  owners;  reviews  com- 
plaints on  assessments  and  makes  recommendations  for  resolving  such 
complaints , 

6.  Reviews  requests  for  religious  and  welfare  exemptions  and  makes 
recommendations  thereon. 

7.  Maintains  liaison  with  and  is  available  to  other  city  depart- 
ments for  consultation  relative  to  land  values. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration,  economics,  accounting  or  closely  related  fields, 
supplemented  by  special  course  work  in  real  estate  appraisal. 

Requires  two  years  of  experience  in  the  appraisal  and  evaluation  of 
land  for  tax  assessment  purposes]  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
methods  and  practices  used  in  the  appraisal  of  land  for  tax  purposes] 
the  revenue  and  taxation  codes. 

Requires  considerable  ability  to:   evaluate  and  interpret  economic 
and  environmental  factors  affecting  the  value  of  real  property, 
particulary  as  applied  to  land]  deal  effectively  and  courteously  with  the 
general  public;  analyze  data  and  keep  accurate  and  detailed  records  of 
appraisal. 


CLASS  TITLE:      SENIOR  REAL  PROPERTY  APPRAISER   (LAND) 

(continued) 


CODE:      U?62 


License:      Requires  possession   of  a  valid  state  motor  vehicle   operator's 
license. 

PROMOTIVE  LINES: 

To:      Principal  Real  Property  Appraiser   (Land) 

From:      Senior  Real  Property  Appraiser   (Land) 


CLASS  TITLE:   PRINCIPAL  REAL  PROPERTY  APPRAISER  (LAND)        CODE:  1*263 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  appraisal  of  all  land  in  an 
assigned  district  for  real  property  tax  purposes;  supervises  the  activi- 
ties of  subordinate  personnel  engaged  in  such  work;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  land  evaluation  me  hods  and  procedures  in  connection  with 
appraisal  activities;  making  regular  contacts  with  the  general  public, 
outside  organizations  and  their  representatives  in  furnishing  and  obtain- 
ing information  on  land  appraisal  and  tax  assessment  matters;  preparing 
and  checking  detailed  appraisal  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out  and  assigns  work  of  subordinate  appraisers; 
checks  and  reviews  recommended  evaluations  of  subordinates. 

2.  Coordinates  and  equalizes  land  assessments  within  an  assigned 
district  and  with  other  districts. 

3.  Personally  appraises  high  value  or  unusual  property  within  an 
assigned  district. 

h.     Assembles  and  analyzes  various  data  applicable  to  the  evalua- 
tion of  land. 

5.  Meets  with  and  discusses  assessment  and  evaluation  problems  or 
complaints  of  tax  payers  and  property  owners . 

6.  Prepares  and  reviews  appraisal  and  progress  reports. 

7.  Participates  in  the  training  of  new  appraisers. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration,  economics,  accounting  or  closely  related  fields, 
supplemented  by  special  course  work  in  the  appraisal  of  real  estate. 

Requires  four  years  of  progressively  responsible  experience  in  the 
appraisal  and  evaluation  of  land,  including  some  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  the  methods  and  practices  utilized  in  land  appraisal;  revenue  and  taxa- 
tion codes  as  applied  to  the  appraisal  of  lands. 

Requires  considerable  ability  to:   analyze  and  interpret  economic 
and  environmental  factors  effecting  land  values;  analyze  and  evaluate 
a  variety  of  data  on  parcels  of  land  and  draw  logical  conclusions  there- 
from; prepare  and  maintain  complete  and  accurate  records  of  appraisals; 
requires  supervisory  ability. 


CLASS  TITLE:   PRINCIPAL  REAL  PROPERTY  APPRAISER  (LAND)        COLE:   U263 

License:   Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator s"Ticense . 

PROMOTIVE  LINES: 

To:   Chief  Real  Property  Appraiser  (Land) 

From:   Senior  Real  Property  Appraiser  (Land) 


CLASS  TITLE:   CHIEF  REAL  PROPERTY  APPRAISER  (LAND)  CODE:  U26U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  appraisal 
of  all  lands  for  assessment  purposes  and  for  the  final  assessment  of 
all  lands  as  they  appear  on  the  tax  rolls;  personally  performs  difficult 
and  responsible  land  appraisal  -work;  and  performs  related  duties  as  re- 
quired. 

Requires  major  responsibility  for:   developing,  coordinating  and  in- 
terpreting land  appraisal  techniques  and  methods;  making  regular  important 
contacts  with  the  general  public,  outside  organizations  and  their  rep- 
resentatives relative  to  land  appraisal  matters;  requires  over-all  super- 
visory responsiblity  for  reviewing  and  approving  important  appraisal  and 
assessment  records  and  reports, 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  continuous  surveys  in  connection 
with  the  maintenance  of  assessed  values  in  relation  to  market  values  of 

land. 

2.  Reviews  recommendations  and  reports  on  property  submitted  by 
subordinate  appraisers  to  assure  equalization  and  uniformity  of  land  eval- 
uation and  assessments  throughout  the  city. 

3.  Confers  with  superiors  relative  to  the  maintenance  of  equitable 
and  uniform  land  assessments. 

k.      Coordinates  land  appraisal  programs  with  building  appraisal 
programs . 

5.  Meets  with  realtors,  appraisal  firms,  property  owners  and  gov- 
ernment organizations  in  connection  with  land  appraisal  and  assessment 
matters. 

6.  Appears  before  various  boards  and  agencies  and  provides  explana- 
tions and  information  on  land  assessments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degr<=p.  with  major  course  work  in  pub- 
lic administration,  economics,  accounting  or  closely  related  fields, 
supplemented  by  special  course  work  in  real  estate  appraisal. 

Requires  six  years  of  progressively  responsible  experience  in  land 
appraisal  work  for  tax  assessment  purposes,  including  three  years  of 
responsible  supervisory  experience,  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   the  methods  and  practices  of  land  appraisal  for  tax  assessment  pur- 
poses; statistical  analyses  used  in  standardizing  appraisals;  the  econom- 
ic and  environmental  factors  iffecting  land  values;  the  revenue  and  tax- 
ation codes,  laws  and  regulations  pertaining  to  land  assessment. 


CLASS  TITLE:   CHIEF  REAL  PROPERTY  APPRAISER   (LAND)  CODE:  U261j. 

(continued) 

Requires  considerable  ability  to:   plan  and  standardize  land  app- 
raisal activities;  develop  methods  and  procedures  to  improve  land  app- 
raisal techniques;  make  land  appraisals  of  the  more  difficult  or  com- 
plex nature;  establish  and  maintain  cooperative  relationships  'with  the 
general  public  and  outside  organizations  in  connection  with  tax  assessment 
work;  analyze  difficult  evaluation  problems  and  effectively  resolve 
problems . 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Principal  Real  Property  Appraiser  (Land) 


CLASS  TITLE:   REAL  PROPERTY  APPRAISER  (BUILDINGS)  CODE:   1±270 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  appraisal  work  in  connec- 
tion with  examining,  analyzing  and  evaluating  industrial,  commercial  and 
residential  buildings  for  tax  assessment  purposes;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
property  tax  assessment  methods;  making  regular  contacts  with  the  general 
public  on  property  assessment  matters;  preparing  reports  and  papers  of 
appraisal  activities. 

EXAMPLES  OF  DUTIES: 

1.  Gathers  and  prepares  data  related  to  the  various  buildings  and 
structures  to  be  appraised  and  makes  arrangements  for  inspections  of  such 
buildings . 

2.  Appraises  buildings  and  records;  pertinent  information  including 
detailed  descriptions,  measurements,  classifications  and  sketches  of 
buildings . 

3.  Computes  building  value,  considering  such  matters  as  replacement 
costs  less  depreciation,  income  analysis  and  market  comparisons;  refers 
appraisals  to  supervisor  in  order  to  maintain  uniformity  of  appraisal 
throughout  the  city. 

U.  Reconciles  land  and  improvement  valuations  in  establishing  equity 
in  assessments. 

5.  Recommends  changes  in  assessed  valuations  to  maintain  an  equitable 
basis  for  assessment  of  all  properties  within  an  assigned  district. 

6.  Investigates  religious  and  welfare  properties  relating  to  exemption 
requests. 

7.  Investigates  complaints  on  tax  assessments  and  prepares  related 
reports;  interviews  taxpayers,  explains  appraisal  and  assessment  procedure. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
engineering  or  architecture,  supplemented  by  special  course  work  in  real 
estate  appraisal;  or  an  equivalent  combination  of  training  and  experience.. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   the  methods 
and  practices  used  in  the  appraisal  of  buildings  for  tax  assessment  pur- 
poses; the  techniques  of  structural  cost  estimating;  revenue  and  taxation 
codes. 

Requires  ability  to:   evaluate  and  interpret  economic  and  environ- 
mental factors  affecting  values  of  real  property,  particularly  as  applied 
to  buildings;  deal  effectively  and  courteously  with  the  general  public; 
analyze  data  and  keep  accurate  and  detailed  records  of  appraisals. 


CLASS  TITLE:   REAL  PROPERTY  APPRAISER  (BUILDINGS)  CODE:   U2?0 

(continued) 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Senior  Real  Property  Appraiser  (Buildings) 

From:  Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  REAL  PROPERTY  APPRAISER  (BUILDINGS)    CODE:   U272 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  appraisal  work  in 
connection  with  examining,  analyzing  and  evaluating  industrial,  commercial 
and  residential  buildings  for  tax  assessment  purposes;  assists  in  training 
new  appraisal  personnel;  and  performs  related  duties  ,   required. 

Requires  responsibility  for:   explaining,  carrying  out  and  enforcing 
existing  property  tax  assessment  methods;  making  regular  responsible  con- 
tacts with  the  general  public  on  property  assessment  matters;  preparing 
detailed  reports  and  papers  on  appraisal  activities. 

EXAMPLES  OF  DUTIES: 

1.  Appraises  high  valuation  industrial,  commercial  and  residential 
buildings  in  an  assigned  district. 

2.  Analyzes  and  interprets  leases  and  financial  statements  of  proper- 
ties subject  to  possessory  interest  taxes. 

3.  Assembles  and  analyzes  sales,  income  and  replacement  cost  data 
and  derives  total  and  residual  building  values  from  such  data, 

U.   Estimates  replacement  cost  of  all  structures  and  identifies  or 
estimates  ages  of  structures  and  selects  depreciation  factors. 

5.  Applies  modern  methods  of  building  appraisal  for  tax  assessment 
purposes. 

6.  Prepares  and  checks  detailed  reports  and  records  including  building 
permits,  cost  indices,  sales  records,  financial  statements  and  maps  and 
records  pertaining  to  the  city  planning  code  applicable  to  the  value  of 
buildings . 

7.  Conducts  special  appraisal  surveys. 

8.  Explains  basis  of  assessments  with  property  owners. 

9.  Reviews  requests  for  religious  and  welfare  exemptions  and  makes 
recommendations . 

10.  Reviews  complaints  on  assessments  and  makes  recommendations. 

11.  Maintains  liaison  with  and  is  available  to  other  city  departments 
for  consultation  relative  to  real  property  values. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
engineering  or  architecture,  supplemented  by  special  course  work  in  real 
estate  appraisal. 

Requires  two  years  of  experience  in  the  appraisal  and  evaluation  of 
buildings  for  tax  assessment  purposes;  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
methods  and  practices  used  in  the  appraisal  of  buildings  for  tax  assess- 
ment purposes;  the  techniques  of  structural  cost  estimating;  revenue  and 
taxation  codes. 


CLASS  TITLE:   SENIOR  REAL  PROPERTY  APPRAISER  (BUILDINGS)    CODE:   1+272 
(continued) 

Requires  considerable  ability  to;   evaluate  and  interpret  economic 
and  environmental  factors  affecting  values  of  real  property,  particularly 
as  applied  to  buildings;  deal  effectively  and  courteously  with  the  general 
public;  analyze  data  and  keep  accurate  and  detailed  records  of  appraisals. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Principal  Real  Property  Appraiser  (^Buildings) 

From:  Real  Property  Appraiser  ^Buildings) 


CLASS  TITLE:   PRINCIPAL  REAL  PROPERTY  APPRAISER  (BUILDINGS)   CODE:  1+273 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  small  group  of  subordinate  appraisers, 
in  an  assigned  area,  engaged  in  the  appraisa]  of  buildings  for  tax  pur- 
poses; performs  responsible  appraisal  work:  on  specifically  designated 
classifications  of  buildings;  or  performs  specialized  appraisal  work  in 
connection  with  possessory  interest  evaluations  of  governmental  property 
leased  to  private  organizations;  and  performs  related  duties  as  required, 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  methods  and  procedures  in  connection  with  building  apprai- 
sal acti  ri. ties;  making  regular  contacts  with  the  general  public,  outside 
organizations  and  their  representatives  in  furnishing  and  obtaining  in- 
formation on  building  appraisal  and  tax  assessment  matters;  preparing  and 
checking  detailed  appraisal  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out  and  assigns  the  work  of  subordinate  appraisers; 
checks  and  reviews  recommended  evaluations  of  subordinates , 

2.  Coordinates  and  equalizes  building  assessments  with  the  various 
districts;  computes  assessment  changes. 

3.  Personally  performs  building  appraisals  within  an  assigned  area. 
h.     Assembles  and  analyzes  various  data  applicable  to  the  evaluation 

of  buildings . 

5.  Meets  with  and  discusses  assessment  problems  or  complaints  of 
taxpayers  or  property  owners. 

6.  Prepares  and  reviews  appraisal  and  progress  reports. 

7.  Surveys  and  evaluates  tax  exempt  land  in  ^nnection  with  possess- 
ory interest  assessments;  analyzes  and  interprets  leases  pertaining  to 
tax  exempt  property. 

8.  Analyzes  and  interprets  financial  statements  of  tax  exempt 
property  subject  to  possessory  interest  assessments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four -year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
engineering  or  architecture,  supplemented  by  special  courses  in  real 
property  assessment,  particularly  as  applied  to  the  evaluation  of  build- 
ings. 

Requires  four  years  of  progressively  responsible  experience  in  the 
appraisal  of  residential,  commercial  and  Industrial  buildings,  including 
some  supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  methods  and  practices  utilized  in  the  appraisal  of  buildings,  includ- 
ing residential,  commercial  and  industrial  properties;  the  practices  of 
structual  cost  estimating  on  residential,  commercial  and  industrial  build- 
ings,- revenue  and  taxation  codes  applied  to  the  appraisal  of  buildings . 


CLASS  TITLE:   PRINCIPAL  REAL  PROPERTY  APPRAISER  (BUILDINGS)  CODE:  U273 
(continued) 

Requires  considerable  ability  to:   analyze  and  interpret  economic 
and  environmental  factors  affecting  building  values;  evaluate  and  analyze 
a  variety  of  building  data  and  draw  logical  conclusions  therefrom;  pre- 
pare and  maintain  complete  and  accurate  records  of  building  appraisals; 
requires  supervisory  ability. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator s- license . 

PROMOTIVE  LINES: 

To:   Chief  Real  Property  Appraiser  (Buildings) 

From:   Senior  Property  Appraiser  (Buildings) 


CLASS  TITLE:   CHIEF  REAL  PROPERTY  APPRAISER  (BUILDINGS)      CODE:   l|27ii 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  appraisal 
of  all  buildings  and  structures  for  assessment  purposes  and  for  the  final 
assessment  of  all  real  property  as  it  appears  on  the  tax  rolls;  personally 
performs  difficult  and  responsible  building  appraisal  work;  and  pa^forms 
related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and  inter- 
preting building  appraisal  techniques  and  methods;  making  regular  important 
contacts  with  the  general  public,  outside  organizations  and  their  rep- 
resentatives relative  to  building  appraisal  matters;  requires  over-all  super- 
visory responsibility  for  reviewing  and  approving  important  appraisal  and 
assessment  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  continuous  surveys  relative  to 
maintaining  assessed  values  in  relationship  to  market  va]  :s  of  build- 
ings and  structures. 

2.  Recommends  the  establishment  of  building  appraisal  property 
classifications  and  standards  for  property  evaluations. 

3.  Examines,  verifies,  approves  of  or  amends  appraisal  recomm- 
endations of  subordinate  personnel. 

h.      Interviews  and  confers  with  realtors,  appraisal  firms,  property 
owners '  representatives  and  property  owners  in  connection  with  building 
appraisal  and  assessment  matters. 

5.  Supervises  the  maintenance  of  building  cost  indices  and  depre- 
ciation schedules. 

6.  Supervises  and  trains  subordinates  in  building  cost  estimating 
and  appraisal  in  connection  with  determining  economic  and  market  values 
of  buildings  and  structures. 

Examines  and  appraises  large,  unusual  or  distinctive  properties; 
confers  with  superiors  in  establishing  policies  concerning  the  evalua- 
tion of  buildings  and  structures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
engineering  or  architecture,  supplemented  by  specialized  courses  in  real 
estate  appraisal,  particularly  as  applied  to  the  appraisal  of  buildings 
and  structures. 

Requires  six  years  of  progressively  responsible  experience  in  the 
appraisal  of  buildings  and  structures  for  tax  assessment  purposes,  -p"r- 
ticularly  as  applied  to  residential,  commercial  and  industrial  properties, 
including  three  years  of  responsible  supervisory  experience;  or  an  equi- 
valent combination  of  training  and  experience. 


CUSS  TITLE:   CHIEF  REAL  PROPERTY  APPRAISER   (BUILDINGS)      CODE:   U27U 
(continued) 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  me  .nods  and  practices  of  appraisal  of  all  types  of  buildings 
and  structures  for  tax  assessment  purposes;  statistical  methods  used  in 
standardizing  appraisals 5  economic  and  environmental  factors  affecting 
the  value  of  buildings  and  structures;  structure  cost  estimates  en  all 
types  of  buildings;  revenue  and  taxation  codes  pertaining  to  the  assess- 
ment of  buildings  and  structures. 

Requires  considerable  ability  tc:  plan  and  standardize  building 
property  appraisal  work;  make  building  property  appraisals  of  the  most 
difficult  and  complex  nature;  establish  and  maintain  cooperative  rela- 
tionships with  the  general  public,  outside  organizations  and  their  rep- 
resentatives in  connection  with  tax  assessment  work;  analyze  difficult 
tax  problems  and  effectively  resolve  such  problems. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  op- 
erator's license. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Principal  Real  Property  Appraiser  (Buildings) 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT  TO  THE  ASSESSOR      CODE:   i|280 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  acts  as  principal  assistant 
to  the  assessor  in  the  performance  of  important  public  relations  and 
other  administrative  duties;  represents  the  assessor  at  conferences  and 
hearings;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  interpreting  and  enforc- 
ing policy  and  methods  concerning  public  relations  and  general  administra- 
tive matters  related  to  the  assessor's  office;  frequent  important  personal 
contacts  with  legislative  groups  and  committees,  taxpayers  and  their 
representatives,  and  with  administrative  officials  of  other  governmental 
jurisdictions;  research  and  data  analysis,  assisting  in  budget  develop- 
ment, and  for  submission  of  important  detailed  reports  on  a  variety  of 
assessment  problems. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  incoming  correspondence;  routes  communications  to 
appropriate  division;  reviews  outgoing  correspondence  prior  to  signature 
of  assessor  and  prepares  correspondence  for  the  assessor. 

2.  Confers  with  taxpayers  and  representatives  of  private  interests 
regarding  assessment  problems;  performs  or  supervises  the  gathering  of 
data  and  prepares  reports  on  assessments,  freeways  or  other  projects 
effecting  the  tax  base;  prepares  releases  for  the  press  or  television. 

3.  Represents  the  assessor  at  budget  hearings  and  state  legislature 
committee  hearings;  makes  technical  presentations  before  state  or 
national  conferences  of  assessors;  prepares  and  delivers  talks  on 
assessment  procedures  before  service  organizations. 

k.      Assigns  temporary  and  seasonal  employments  to  the  various 
divisions. 

5.  Receives  and  compiles  budget  data;  confers  with  division  heads 
relative  to  improvements  in  methods  and  procedures. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration,  business  administration,  political 
science  or  accounting. 

Requires  at  least  eight  years  of  responsible  administrative  or 
public  relations  experience  in  a  public  jurisdiction;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles  of  organization  and  administration;  the  principles 
of  public  relations;  the  operations  of  the  assessor's  office  and  of 
legislation  pertinent  to  its  administration;  the  theories  of  assess- 
ment and  taxation. 

Requires  considerable  ability  to:   establish  and  maintain  effective 
working  relations  with  the  public  and  business  and  governmental  officials; 
analyze  and  interpret  data  and  to  make  recommendations  thereon. 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT  TO  THE  ASSESSOR      CODE:   U280 
(continued) 

PROMOTIVE  LINES: 

To:  Assistant  Assessor 

From:   Assistant  Service  Supervisor 


CLASS  TITLE:  ASSISTANT  ASSESSOR  CODE:   U282 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  serves  as  principal  assistant 
to  the  assessor  in  directing  the  administrative  activities  and  functions 
of  the  assessor's  office;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for  coordinating,  approving  and  executing 
administrative  methods  and  procedures  relative  to  the  functions  of  the 
assessor's  office;  continuing  personal  contact  with  employees,  repre- 
sentatives of  organizations  and  groups  in  connection  -with  the  discussion, 
interpretation  and  explanation  of  policies,  rules  and  regulations  effecting 
tax  assessment  operations;  requires  over-all  supervisory  responsibility 
for  directing  the  preparation,  review  and  approval  of  tax  rolls  and  all 
other  administrative  records  of  the  office. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  directs  and  coordinates  all  administrative  activities 
related  to  the  preparation  of  the  annual  tax  rolls. 

2.  Consults  with  and  coordinates  the  activities  of  the  various  units 
of  the  assessor's  office. 

3.  Is  responsible  for  the  preparation  of  the  departmental  budget  and 
for  the  approval  of  subsequent  expenditures. 

U.  Serves  as  representative  for  the  assessor  before  the  legislature 
and  other  associations  and  committees  involved  in  tax  assessment  work. 

5.  Reviews  and  resolves  tax  problems  and  disagreements  with  the 
general  public  and  representatives  of  various  organisations. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree. 

Requires  ten  years  of  broad  responsible  administrative  and  public 
relations  experience,  including  a  wide  supervisory  and  management  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge  of 
modern  office  administrative  techniques,  methods  and  procedures;  the  fields 
of  public  relations,  particularly  as  applied  tc  tax  assessment  work. 

Requires  unusual  ability  to  exercise  sound  judgment  in  the  handling 
of  difficult  and  complex  tax  and  public  relations  problems;  plan,  assign 
and  direct  a  varied  tax  assessment  and  administrative  program;  requires 
unusual  administrative  ability. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Chief  Personal  Property  Auditor 

Chief  Real  Property  Appraiser  (Buildings) 
Chief  Real  Property  Appraiser  (Lands) 


CLASS  TITLE:   ASSESSOR  CODE:   1|2°0 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  executive  approval,  serves  as  assessor  for  the  city  and 
county;  carries  out  the  responsibilities  required  of  this  office  by 
the  state  constitution,  revenue  and  tax  code,  charter  provisions  and 
other  regulatory  measures;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  approving  and 
executing  all  policies  and  procedures  relating  to  the  responsibilities 
of  the  office;  assuring  the  city  and  county  properly  receives  large 
amounts  of  revenue  through  the  proper  assessment  and  collection  of 
property  taxes;  making  continuous  responsible  personal  contact  with 
governmental  officials,  legislative  bodies  and  outside  groups  and 
organizations  in  connection  with  the  handling  of  the  office  responsi- 
bilities; directing  the  preparation  of  the  tax  roll  and  a  wide  variety 
of  related  specialized  reports  and  documents  involving  the  assessment 
activities  of  the  city  and  county. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  coordinates  all  tax  assessment  activities  of  the 
city  and  county  and  the  legal  and  administrative  processes  necessary 
to  the  preparation  of  the  annual  tax  rolls  and  the  collection  of  tax 
revenue . 

2.  Directs  and  coordinates  the  activities  of  the  office  with 
other  municipal,  state  and  federal  agencies. 

3.  Directs  the  preparation  of  a  departmental  budget  and  the 
approval  of  subsequent  expenditures  of  funds. 

NOTE:  As  this  position  is  an  elective  office  of  the  city  and  county, 
no  "MINIMUM  QUALIFICATIONS"  and  "PROMOTIVE  LINES"  are  included 
in  this  specification. 


CLASS  TITLE:   CAFETERIA  CASHIER  CLERK  CODE:   U302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  is  responsible  for  receiving,  recording  and 
depositing  cashier's  receipts  from  the  city  college  cafeteria;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  preventing  moderate  losses  through  the 
proper  handling  and  accounting  of  cash  receipts. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  tallies  and  prepares  the  cafeteria  receipts  for  bank 
deposit. 

2.  Prepares  register  reports  of  cash  and  sales. 

3.  Fills  registers  with  change  and  cashier  forms. 

h.     Balances  change  fund  and  requests  cash  as  needed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  two  years  experience  in  the  operation  of  a  cash  register 
and  in  tallying  receipts;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  simple 
bookkeeping  procedures. 

Requires  ability  to  receive  and  account  for  large  amounts  of  change. 

Requires  skill  in  performing  arithmetic  computations  with  speed 
and  accuracy. 

PROMOTIVE  LINES: 

To:      Collections  Clerk 
Clerk 

From:     Original  entrance  examination 


CLASS  TITLE:   COLLECTIONS  CLERK  CODE:   U306 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  specialized  clerical  work  relative  to 
the  collection  of  delinquent  monies  owed  the  city;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  collection  of  delinquent  accounts: 
making  regular  contacts  with  other  departmental  personnel,  the  general 
public  and  outside  organizations  in  connection  with  identifying  and 
locating  individuals  or  organizations  owing  monies  to  the  city;  furnish- 
ing and  compiling  information  and  data  necessary  to  the  collection  of 
delinquent  accounts. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  inspects  a  wide  variety  of  sources,  documents  and 
records  to  obtain  evidence  and  information  necessary  to  locate  persons 
owing  monies  to  the  city. 

2.  Prepares  summaries  of  data  and  information  acquired  from 
various  sources  for  use  in  the  location  of  delinquent  persons  or  the 
preparation  of  legal  processes  to  collect  money  due. 

3.  Contacts  a  variety  of  outside  organizations  in  locating  assets 
of  individuals  owing  money  to  the  city. 

U.  Types  and  mails  statements  to  individuals  and  businesses  owing 
monies  to  the  city  and  maintains  records  for  follow-up  collections. 

5.  Types  and  processes  creditors'  claims  and  special  notices  on 
probate  cases. 

6.  Receives  payment  on  delinquent  accounts;  issues  receipt  for 
same  and  deposits  money  with  cashier. 

7.  Prepares  and  types  a  wide  variety  of  form  letters  and  notices 
relative  to  the  collection  of  delinquent  accounts;  maintains  records  of 
such  accounts. 

8.  Provides  information  to  the  public  on  the  payment  of  taxes, 
delinquent  accounts  and  license  fees;  may  assist,  during  rush  periods, 
in  the  issuing  of  licenses  and  the  collection  of  fees, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  three  years  of  progressively  responsible  clerical  and 
office  experience,  preferably  including  experience  in  collections  work; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge^ of : 
modern  office  methods  and  techniques  and  the  use  of  common  office 
machines  and  equipment;  the  applicable  laws,  rules  and  regulations 
pertaining  to  delinquent  revenue  and  tax  collections. 

Requires  ability  to:  maintain  records  and  prepare  ordinary 
reports;  deal  effectively  and  courteously  with  the  general  public. 

Requires  sufficient  skill  in  typing  to  complete  U5  net  words  per 
minute. 


CLASS  TITLE:  COLLECTIONS  CLERK   (continued)  CODE:  k306 

PROMOTIVE  LINES: 

To:  Senior  Collections  Clerk 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  COLLECTIONS  CLERK  CODE:   Uo8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  and  specialized 
clerical  and  office  work  in  connection  with  the  collection  of  fees  for 
the  care  of  institutionalized  mental  patients  or  juveniles  cared  for 
outside  their  own  homes;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting 
existing  methods  and  procedures  relative  to  the  collection  of  fees; 
making  regular  contacts  with  other  departmental  personnel,  parents 
and  family  representatives  relative  to  the  collection  of  fees  and 
payments;  gathering,  preparing  and  maintaining  records  and  reports 
relative  to  collection  activities. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  receipts  for  and  records  payments  of  accounts  for 
the^support  and  maintenance  of  patients  in  various  institutions  and 
for  juveniles  placed  in  institutions  or  homes  other  than  their  own; 
maintains  records  and  prepares  reports  on  the  status  of  such  accounts 
and  payments. 

2.  Interviews  parents  or  persons  designated  as  responsible 
parties  for  information  relative  to  their  financial  status;  refers 
such  information  to  the  courts  for  determination  of  amounts  of  payments 
to  be  made. 

3.  Prepares  court  orders  to  begin,  increase,  decrease  or  stop 
payments,  and  arranges  for  official  signatures  on  same;  traces 
delinquent  accounts  in  order  to  assure  resumption  of  payments  on  such 
accounts. 

h-     Prepares  summaries  of  delinquent  accounts  not  answering  mail 
and  who  are  not  available  through  normal  contacts  for  further  follow-up 
by  inspectors;  researches  files,  documents,  records  and  similar  data 
relative  to  determining  the  financial  status  of  persons  responsible  for 
the  payment  of  accounts. 

5.  Balances  and  accounts  for  all  fees  collected,  and  assures 
money  is  properly  deposited. 

6.  Prepares  periodic  statements  for  mailing  to  persons  or  agencies 
responsible  for  the  payment  of  fees  and  charges. 

7.  Provides  information  regarding  the  status  of  accounts  to  agency 
workers  and  probation  officers. 

8.  Advises  and  confers  with  disturbed  parents  on  establishing 
payment  orders  and  explains  reasons  and  procedures  relative  to  such 
orders. 

9.  Assists  in  arranging  plans  for  payment  of  delinquent  charges. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  progressively  responsible  clerical 
and  office  experience,  preferably  including  experience  in  collection 
and  responsible  public  contact  work;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   SENIOR  COLLECTIONS  CLERK  CODE:   1;308 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
modern  office  methods  and  techniques  and  the  use  of  common  office 
machines;  bookkeeping  and  the  handling  of  funds;  the  applicable  laws, 
codes  and  regulations. 

Requires  considerable  ability  to  deal  effectively  and  tactfully 
with  the  general  public. 

Requires  sufficient  skill  in  typing  to  complete  hS   net  words  per 
minute. 

PROMOTIVE  LINES: 

To:  Tax  Collector  Investigator 

From:   Collections  Clerk 


CLASS  TITLE:   BOND  AND  COUPON  CLERK  CODE:   U312 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  responsible  clerical 
and  office  work  relative  to  the  processing  of  bond  interest  and  redemption 
payments  for  the  treasurer's  office;  may  supervise  activities  of  assigned 
personnel  during  certain  phases  of  such  work;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  processing  of  bond  interest  and 
redemptions;  making  regular  contacts  with  the  general  public,  other  depart- 
mental personnel  and  outside  organizations  and  representatives  in  connection 
with  the  processing  of  bonds  and  coupons;  preparing,  checking  and  reviewing 
important  detailed  and  complex  financial  data  and  records  relative  to  the 
process  of  bonds  and  coupons. 

EXAMPLES  OF  DUTIES: 

1.  Receives  bonds  and  coupons  from  local  banks  and  individuals  and 
assures  that  such  bonds  and  coupons  are  in  proper  order. 

2.  Checks  and  lists  bonds  and  coupons  received  from  fiscal  agencies 
and  processes  such  bonds  and  coupons  for  payment. 

3.  Prepares  daily  recopitulations  and  distribution  of  bonds  and  coupons 
for  the  controller's  office;  prepares  cash  summaries  of  bonds  and  coupons 
paid. 

U.    Supervises  and  participates  in  the  cutting  of  registered  interest 
coupons  and  processes  for  payment  to  owners;  verifies  interest  due  and  pays 
tax  anticipation  notes  on  maturity. 

5.   Is  responsible  for  the  cutting  and  processing  of  collateral  bonds 
and  coupons;  processes  the  cancellation  of  matured  bonds  and  coupons. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplement- 
ed by  at  least  six  years  of  progressively  responsible  clerical  and  office 
experience,  preferably  including  experience  in  financial  and  accounting 
work  related  to  the  handling  of  securities  and  including  some  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
mathematics,  particularly  as  applied  to  the  methods  of  calculating  interest; 
accounting  and  office  operations  methods  and  techniques;  existing  laws, 
ordinances  and  regulations  governing  the  handling  and  processing  of  bonds 
and  coupons. 


CLASS  TITLE:   BOND  AND  COUPON  CLERK  (Continued)  CODE?   1+312 

Requires  considerable  ability  to  perform  detailed  and  complex 
clerical  work  with  a  high  degree  of  accuracy;  deal  effectively  and 
courteously  with  other  departmental  personnel,  the  general  public  and 
outside  organizations. 

Requires  considerable  skill  and  accuracy  in  making  mathematical  and 
bond  interest  calculations. 

PROMOTIVE  LINES; 

To;   Assistant  Treasurer 

From;   Treasurer  Cashier 


CLASS  TITLE:   HEAD  PROPERTY  TAX  CLERK  CODE:   Jf3l6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  coordinates  the  clerical  operations 
involved  in  preparing,  distributing  and  posting  of  real  and  personal 
property  tax  bills;  supervises  the  preparation  of  delinquent  tax  rolls; 
answers  inquiries  regarding  tax  procedures;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  coordinating  and  enforc- 
ing existing  policies  and  methods  involved  in  the  processing  of  real  and 
personal  property  tax  bills;  making  responsible  contacts  with  representa- 
tives of  business  establishments  and  the  general  public;  requires 
supervisory  responsibility  for  important  operational  and  financial 
records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  preparation  and  distribution  of  real  property 
and  personal  property  tax  bills. 

2.  Inspects  tax  bills  before  distribution  to  determine  if  the  total 
balance  equals  that  shown  on  tax  rolls. 

3.  Superv:  ;es  the  posting  of  tax  payments  to  the  tax  rolls  and  the 
preparation  of  the  balance  sheet  for  payments  posted;  prepares  a  monthly 
statement  for  monies  collected  on  real  and  personal  property  taxes; 
adjusts  erroneous  payments  made  by  taxpayers  which  involves  the 
transfers  from  one  account  to  another. 

ii.  Supervises  the  publication  of  the  delinquent  tax  roll  and  the 
preparation  of  all  statements  pertaining  to  payment  or  lack  of  payment 
on  delinquent  taxes. 

5.  Answers  inquiries  from  taxpayers,  banks  and  mortgage  companies 
regarding  real  property  taxes;  confers  with  representatives  of  the 
assessor's  office  and  other  departments  on  problems  relating  to  the 
coordination  of  work  and  exchange  of  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  five  years  of  increasingly  responsible  clerical 
experience,  including  two  years  in  work  involving  the  processing  of 
property  tax  data  in  a  public  agency;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
practices,  procedures  and  laws  relative  to  the  preparation,  distribu- 
tion and  posting  of  property  tax  bills;  modern  office  methods,  includ- 
ing governmental  accounting  procedures;  real  estate  terminology  and 
practices. 

Requires  ability  to:   supervise  and  coordinate  the  work  of  a  clerical 
staff  engaged  in  the  processing  of  property  tax  bills;  interpret 
applicable  laws  and  rules  to  subordinates  and  the  general  public;  deal 
firmly  but  courteously  with  business  representatives  and  the  general 
public. 


CLASS  TITLE:      HEAD  PROPERTY  TAX  CLERK     (continued)  CODE:      I4.316 

PROMOTIVE  LINES: 

To:      Cashier,    Tax  Collector's  Office 
Delinquent  Revenue  Supervisor 

From:   Principal  Clerk 

Senior  Account  Clerk 


CLASS  TITLE:    TELLER  CODE;   U320 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  is  responsible  for  receiving,  receipting  for  and 
depositing  large  sums  of  money;  prepares  necessary  records  and  accounts 
for  funds  received;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  preventing  moderate  losses  through  the 
proper  handling  and  accounting  of  funds;  making  regular  contacts  with 
other  departmental  personnel  and  the  general  public  relative  to  receipts 
of  money;  preparing  and  maintaining  ordinary  financial  reports  or  receipts 
and  disbursements  of  funds. 

EXAMPLES  OF  DUTIES: 

1.  Receives  daily  deposits  and  payments  from  a  wide  variety  of  sources; 
counts  monies  received  to  assure  amounts  properly  balance  with  receipts; 
counts  cash  and  endorses  checks  for  deposit. 

2.  Checks  monies  received  for  counterfeit  currency;  prepares  necessary 
forms  for  the  transmitting  of  funds  for  deposit. 

3.  Issues  refund  memos  for  over-payments  and  receipts  for  payments; 
maintains  daily  work  sheet  on  all  transactions. 

k.        Assures  that  money  for  deposit  is  allocated  to  proper  accounts. 
5.   May  maintain  revolving  funds  for  payment  of  bills  and  the  purchase 
of  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 

mented  by  at  least  two  years  of  experience  in  the  handling,  receiving  and 

accounting  for  large  sums  of  money;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  the 
techniques  of  handling  large  amounts  of  money  and  accounting  for  cash 
receipts;  elementary  bookkeeping. 

Requires  ability  to:  accept  fees,  make  change  and  issue  receipts  rapid- 
ly and  accurately;  make  accurate  arithmetical  calculations;  deal  effectively 
and  courteously  with  the  public . 

Requires  skill  and  accuracy  in  the  handling  of  large  amounts  of  money; 
requires  sufficient  skill  in  typing  to  complete  k5   net  words  per  minute. 

PROMOTIVE  LINES: 

To:   Assistant  Cashier  Tax  Collector 
Treasurer  Cashier 

Fare  Collections  Clerk 


« 


CLASS  TITLE:   PARKING  METER  COLLECTOR  CODE:  k&h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  collects  money  from  parking  meters; 
sorts,  counts  and  records  collections;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  the  collection  and  accounting  of  parking  meter  receipts; 
nature  of  work  involves  sustained  physical  effort  involving  heavy 
lifting  and  independent  performance  of  duties  involving  the  handling  of 
uncounted  money. 

EXAMPLES  OF  DUTIES: 

1.  Collects  money  deposited  in  parking  meters  using  hand  truck  and 
sealed  money  containers;  notes  and  reports  defective  meters. 

2.  Drives  truck  to  transport  equipment  and  collections  to  and  from 
assigned  route. 

3.  Weighs  money  container  and  operates  machine  to  sort  and  count 
coins. 

k-     Keeps  records  of  daily  collections;  cleans  and  maintains  money 
counting  machine. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  two  years  of  experience  in  handling  money;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  street  geo- 
graphy of  the  city. 

Requires  ability  to:  work  independently  in  the  handling  of 
uncounted  money;  requires  good  physical  condition  and  ability  to  lift 
heavy  containers. 

License:  Requires  possession  of  a  valid  state  chauffeurs  license, 

PROMOTIVE  LINES: 

To:   Parking  Meter  Collections  Supervisor 

From:  Original  entrance  examination 


CLASS  TITLE:   PARKING  METER  COLLECTIONS  SUPERVISOR        CODE:   h326 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assigns,  supervises  and  coordinates  the  duties  of 
subordinates  engaged  in  the  collection  and  accounting  of  money  from 
parking  meters;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforc- 
ing existing  policy  and  methods,  and  the  strict  accounting  of  all  monies 
collected;  making  regular  contacts  with  police  and  electric  department 
representatives  as  well  as  subordinates;  for  preparing  bank  deposits  and 
sections  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  the  work  of  the  various  city-wide  collection  routes, 
issuing  route  maps,  carts  and  other  equipment  needed  by  crews. 

2.  Issues  the  keys  to  the  meter's  coin  compartments  and  checks  in 
each  key  at  night, 

3.  Supervises  the  weighing  of  money  containers  and  the  sorting  and 
counting  of  money  received;  prepares  daily  bank  deposits  for  collections. 

k.  Requests  service  for  defective  meters  and  coin  counting  machines; 
notifies  police  department  of  theft  from  meters;  requisitions  supplies  and 
equipment  and  maintains  the  unit's  collection  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented  by  at  least  three  years  of  experience  in  the  collection  and  account- 
ing of  parking  meter  money;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  practices  and  procedures  involved  in  parking  meter  collections  work; 
street  geography  of  the  city. 

Requires  ability  to  assign  and  supervise  the  work  of  subordinates 
engaged  in  the  collection  and  accounting  of  parking  meter  money. 

PROMOTIVE  LINES: 

To:   Assistant  Cashier  Tax  Collector 

From:        Parking  Meter   Collector 


1 


CLASS  TITLE:   INVESTMENT  ADMINISTRATOR  CODE:   U330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  purchase,  exchange 
and  sale  of  securities  for  the  retirement  system;  acts  as  principal 
assistant  to  the  general  manager  and  assumes  his  duties  in  his  absence;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:  originating,  carrying  out, 
interpreting  and  coordinating  policies  and  methods  in  the  administration 
of  investments;  achieving  major  economies  in  the  transfer,  sale  and 
exchange  of  securities;  making  frequent  responsible  contacts  with  bankers, 
brokers,  investment  associates  and  other  persons  and  officials  on  matters 
requiring  explanation  and  interpretation  of  a  specialized  nature  relating 
to  financial  and  investment  activities;  requires  overall  supervisory 
responsibility  for  important  financial  and  technical  record  maintenance. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  and  reviews  security  and  money  markets  and  individual 
issues;  receives  and  reviews  offerings  of  securities  from  various 
sources;  makes  recommendations  for  the  purchase  or  sale  of  securities 
best  suited  to  meet  the  needs  of  the  retirement  system. 

2.  Presents  recommendations  to  retirement  board  and  obtains  re- 
quired approval;  conducts  negotiations  in  connection  with  the  purchase 
and  sale  of  securities;  calculates  monthly  interest  on  bonds  owned. 

3.  Originates  interfund  transactions;  verifies  detail  of  invoices 
for  purchase  and  sale  of  securities  and  files  claims  for  payment  of 
purchases;  issues  instructions  for  delivery  of  securities  sold. 

h.     Maintains  investment  records  and  prepares  reports  based  on  them; 
recommends  and  reviews  legislation  involving  investments;  reviews  com- 
putations of  book  value,  yield  to  maturity,  amortization  or  accumulation 
on  all  bonds  purchased. 

5.  Reviews  death  claims,  changes  of  beneficiary's  age  and  correc- 
tions for  out-of-town  residence  before  presentation  to  retirement  board 
for  approval;  confers  with  actuary  and  makes  recommendations  concerning 
rate  of  interest  to  be  paid  on  accumulated  contributions. 

6.  Corresponds  and  deals  directly  with  members  of  the  retirement 
system  on  problems  concerning  the  system;  supervises  a  small  staff  in  the 
maintenance  of  investment  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  finance,  banking,  public  administration  or 
economics. 

Requires  seven  years  of  responsible  experience  in  security  analyses, 
brokerage,  banking  and  securities  activities,  including  two  years  of 
responsible  supervisory  and  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   INVESTMENT  ADMINISTRATOR  (Continued)         CODE:   U330 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  various  kinds  of  securities  and  available  markets;  sources  of 
data  for  analyzing  securities  and  security  market  trends;  methods 
employed  in  the  purchase,  sale  or  transfer  of  securities;  investment 
management  procedures;  statistical  techniques  applied  to  financial  data 
in  evaluating  securities;  laws  governing  sale  and  purchase  of  securities; 
principles  and  methods  of  the  retirement  system. 

Requires  considerable  ability  to:   analyze  financial  statements; 
make  evaluations  of  securities;  prepare  accurate  and  reliable  valuations 
of  securities;  negotiate  purchases  and  sales  of  securities  at  favorable 
market  prices;  use  bond  tables  and  financial  services  efficiently; 
analyze  situations  accurately  and  adopt  an  effective  course  of  action; 
prepare  reports;  maintain  cooperative  relationships  with  associates;  deal 
effectively  with  and  direct  the  work  of  others. 

PROMOTIVE  LINES: 

To:  Retirement  System  General  Manager 

From:   Original  entrance  examination 


CLASS  TITLE:    INVESTIGATOR,  TAX  COLLECTOR  CODE:   h33h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  field  investigations  for  the 
collection  of  delinquent  revenues  and  enforcement  of  license  and  permit 
ordinances;  serves  legal  documents  for  court  actions;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforcing 
existing  policies  and  methods  of  the  tax  collector's  office;  daily  field 
contacts  with  merchants,  business  officials  and  defaulters;  compiling 
accurate  field  reports. 

EXAMPLES  OF  DUTIES: 

1.  Visits  business  establishments  and  private  homes  and  contacts 
employers  or  individuals  to  collect  money  owing  to  the  city  and  county; 
interviews  defaulters  to  explain  their  legal  obligation,  the  possibility 
of  legal  and  fiscal  penalties,  and  to  obtain  additional  information; 
arranges  installment  payments  with  the  debtor,  when  permitted,  and  recom- 
mends legal  action  when  it  is  deemed  necessary. 

2.  Conducts  investigations  to  obtain  and  verify  employment  and 
earnings,  credit  reports,  and  information  regarding  real  and  personal 
property  and  other  assets  to  determine  defaulter's  ability  to  pay. 

3.  Assists  the  department's  attorney  in  preparing  court  cases  by 
compiling  reports  of  investigations;  serves  summons,  subpoenas,  orders  of 
examination,  orders  to  show  cause,  or  complaints  and  motions  for  modifi- 
cation to  obtain  levies  against  salary  and  property,  to  bring  defaulter 
before  the  court,  or  to  modify  court  orders. 

k-       Makes  personal  inspection  of  stores  and  other  business  establish- 
ments to  check  that  licenses  are  current  and  valid;  computes  penalties 
and  collects  prescribed  fees. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  high  school, 
supplemented  by  three  years  of  responsible  credit  or  collection  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
modern  methods  and  practices  used  in  collection  investigations;  geographic- 
al areas  in  the  city. 

Requires  ability  to:  exercise  unusually  good  judgment  in  evaluating 
situations  and  making  decisions;  learn  pertinent  laws,  ordinances,  rules 
and  regulations;  deal  firmly  and  courteously  with  the  general  public; 
communicate  verbally  and  orally  in  a  clear  and  concise  manner. 


CLASS  TITLE:    INVESTIGATOR,  TAX  COLLECTOR  (Continued)     CODE:   h33k 

Requires  skill  in  the  application  of  modern  investigative  methods 
and  techniques  to  collection  work. 

PROMOTIVE  LINES: 

To:   Assistant  Delinquent  Revenue  Supervisor 
License  Bureau  Supervisor 
Assistant  Cashier,  Tax  Collector 

From:   Senior  Collections  Clerk 


CLASS  TITLE:   LICENSE  BUREAU  ASSISTANT  SUPERVISOR  CODE:  h336 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  supervising  the  issuing  of  business, 
occupational  and  other  licenses  required  by  the  city;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  methods  and  procedures  relating  to  the  processing  and  issuance  of 
licenses;  making  regular  contacts  with  other  departmental  personnel  and 
the  general  public  in  connection  with  issuing  licenses;  preparing  and 
reviewing  important  operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  supervising  subordinate  clerical  personnel  engaged 

in  the  issuing  of  occupational,  business,  professional  and  other  licenses 
and  the  collection  of  related  fees. 

2.  Pro-rates  license  fees  according  to  applicable  ordinances;  com- 
putes amount  of  fees  for  special  licenses. 

3.  Provides  information  on  inquiries  concerning  permit,  licenses 
and  fees;  receives  and  distributes  permits  for  processing. 

k.      Prepares  and  supervises  the  preparation  of  periodic  records  and 
reports  concerning  office  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
men  teTTy^TFTea^FTmlr- years  of  progressively  responsible  clerical  exper- 
ience in  the  issuance  of  city  licenses  and  permits;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  the 
laws,  methods  and  procedures  pertaining  to  the  issuance  of  permits  and 
licenses;  modern  office  practices. 

Requires  ability  to:   assign  and  supervise  the  activities  of  sub- 
ordinate personnel;  deal  effectively  and  courteously  with  the  general 
public. 

PROMOTIVE  LINES: 

To:   License  Bureau  Supervisor 

From:   Senior  Clerk 


CLASS  TITLE:   LICENSE  BUREAU  SUPERVISOR  CODE:   U338 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  direction,  supervises  the  work  of  a  bureau  of  the  tax 
collector's  office  engaged  in  the  issuance  of  business,  occupational  and 
other  licenses;  assists  in  the  preparation  or  revision  of  license  and 
permit  ordinances;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpreting, 
coordinating  and  enforcing  the  policies  and  methods  of  the  license  bureau; 
achieving  xmsiderable  economies  through  the  proper  enforcement  of  license 
and  permit  ordinances;  periodic  conferences  and  contacts  with  city  offi- 
cials in  reference  to  license  problems;  requires  over-all  supervisory 
responsibility  for  important  operational  and  financial  records. 

EXAMPLES  OF  DUTIES 

1.  Assigns,  supervises  and  reviews  the  work  of  a  clerical  staff 
engaged  in  the  collection  of  fees  for  occupation,  business,  professional 
and  other  city  licenses;  supervises  the  issuance  of  all  licenses  and  per- 
mits. 

2.  Confers  with  representatives  of  the  city  attorney's  office, 
board  of  permit  appeals,  controller  and  other  departments  regarding  license 
problems;  prepares  special  reports  on  bureau  activities  for  legislative 
study;  reviews  and  comments  on  new  license  and  permit  ordinances  before 
they  are  presented  for  adoption. 

3.  Interprets  license  and  permit  laws  and  procedures  to  public 
and  employees. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  supple- 
mented by  five  years  of  incre;  singly  responsible  expeiience  in  the  issuance 
of  business  licenses  for  a  public  agency,  including  two  years  of  super- 
visory experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  principles,  practices  and  pertinent  laws  invol  ed  in  the  issuance  of 
licenses  and  permits;  modern  techniques  and  practices  used  in  office  ad- 
ministration; the  various  types  of  business  establishments  within  the  county. 

Requires  ability  to:   assign,  supervise  and  review  the  work  of  sub- 
ordinate clerical  employees;  analyze  and  interpret  existing  and  proposed 
legislation  dealing  with  the  licensing  of  commercial  establishments  and 
other  enterprises;  prepare  clear  and  concise  reports. 

PROMOTIVE  LINES: 

To:   Tax  Collector 

From:   License  Bureau  Assistant  Supervisor 
Chief  Clerk 
Principal  Account  Clerk 


. 


CLASS  TITLE:   CENTRAL  PERMIT  BUREAU  SUPERVISOR  CODE:  k3k2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  supervision  of  all 
activities  of  the  central  permit  bureau,  including  the  processing  of 
applications  for  various  building  permits,  the  issuance  of  permits,  and 
the  collection  of  and  accounting  for  fees  received;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  policy  interpretation  and  definition 
and  for  the  direction  of  activities  in  conformity  with  applicable  codes 
and  legal  provisions;  frequent  personal  contacts  with  employees  of  other 
city  departments,  with  representatives  of  business  interests  and  with  the 
general  public;  the  supervision  of  the  maintenance  of  complex  systems  of 
records  and  for  the  submission  of  accurate  and  concise  reports  on  the 
activities  of  the  bureau. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  coordinates  and  supervises  all  of  the  activities  of  the 
central  permit  bureau  in  the  processing  of  applications  and  the  issuance 
of  permits  under  the  jurisdiction  of  the  bureau;  supervises  the  col- 
lection and  auditing  of  all  fees  and  deposits  paid  in  connection  with 
the  issuance  of  permits;  supervises  the  auditing  of  all  trust  funds 
under  the  control  of  the  bureau  and  approves  all  refunds;  supervises  the 
billing  and  collection  of  all  claims  for  damages  to  property  under  the 
jurisdiction  of  the  department  of  public  works;  supervises  the  maintenance 
of  all  official  house  number  records  for  the  city  and  county  and  the 
issuance  of  all  new  street  addresses. 

2.  Determines  the  proper  application  of  the  various  codes  and 
ordinances  in  unusual  or  borderline  cases  involving  permits  or  fees; 
interprets  departmental  rules,  regulations  and  policies  and  legal  pro- 
visions to  subordinate  employees;  consults  with  city  department  or 
bureau  heads  regarding  the  application  of  the  various  codes  and 
ordinances  relating  to  the  activities  of  the  central  permit  bureau; 
estimates  the  cost  of  installing  side  sewers  and  determines  the  deposit 
required. 

3.  Supervises  the  preparation  of  the  monthly  and  annual  statisti- 
cal and  financial  reports  made  by  the  bureau;  reviews  and  answers 
correspondence  of  the  bureau;  prepares  and  submits  the  annual  budget 
request  for  the  bureau. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible  clerical 
experience,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   the  activities  of  the  central  permit  bureau,  rules,  regulations  and 
policies  of  the  department  of  public  works  and  various  codes  and 
ordinances  pertinent  to  the  operation  of  the  bureau;  the  principles  and 
techniques  of  modern  office  management. 


CLASS  TITLE:   CENTRAL  PERMIT  BUREAU  SUPERVISOR  (continued)   CODE:  k3k2 

Requires  ability  to:   supervise  the  work  of  subordinates  engaged  in 
specialized  and  complex  clerical  work;  originate  and  develop  new  systems 
of  record  keeping  and  office  procedure;  interpret  laws,  codes  and 
ordinances  to  subordinates  and  to  the  general  public;  make  accurate 
estimates  of  deposits  required  for  side  sewer  installations  and  repairs; 
deal  with  the  public  in  an  effective,  tactful  manner. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Principal  Clerk 


CLASS  TITLE:   DELINQUENT  REVENUE  ASSISTANT  SUPERVISOR     CODE:   1+31+6 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  highly  responsible  and  specialized  duties  in 
the  collection  of  delinquent  accounts  receivable;  acts  for  the  bureau 
supervisor  in  his  absence;  and  performs  related  duties  as  required. 

Re  uires  responsibility  for:  assisting  in  the  development  of  new  intra- 
unit  methods  and  procedures;  achieving  moderate  economies  through  the 
recovery  of  delinquent  accounts  receivable  owed  to  the  city  government; 
frequent  contacts  with  irate  or  uncooperative  individuals  on  delinquent 
account  matters;  checking,  preparing  and  reviewing  important  operational 
and  financial  records. 

EXAMPLES  OF  DUTIES: 

1.  Follows  up  on  all  probate  cases  in  which  the  bureau  has  filed  a 
claim  for  money  o^ed   the  various  city  institutions,  or  property  damage 
claims  for  one  of  the  other  departments  of  the  city  and  county;  reviews 
notices  of  inheritance  tax  appraisals,  inventories  and  other  claims  filed 
on  estates. 

2.  Follows  the  progress  of  personal  injury  cases  which  concern  the 
operations  of  the  bureau;  records  the  various  stages  of  law  suits,  such  as 
pre-trial  taking  of  depositions,  actual  trial  or  compromise;  contacts 
attorneys  and  requests  their  cooperation  in  the  payment  of  bills  when  a 
recovery  has  been  made. 

3.  Maintains  a  running  account  of  all  information  received,  letters 
written,  phone  conversations  or  personal  interviews  made,  relative  to 
particular  accounts. 

h.        Confers  with  supervisor  and  the  department  attorney  as  to  the 
advisability  to  take  legal  action  against  various  delinquent  accounts; 
recommends  to  supervisor  compromises  of  claims,  or  a  redetermination  of 
charges. 

5.   Processes  payments  of  personal  property  taxes  and  records  any 
adjustments  or  agreements  reached;  confers  with  the  assessor's  office 
regarding  erroneous  assessments,  duplicate  assessments,  or  other  problems 
that  may  arise  in  connection  with  the  collection  of  accounts. 

6.   Receives,  screens  and  distributes  mail  to  office  staff;  instructs 
subordinate  personnel  in  the  processing  of  delinquent  accounts  and 
personally  handles  the  more  difficult  cases;  acts  for  bureau  supervisor 
in  his  absence  and  assigns,  supervises  and  reviews  all  the  activities 
involved  in  the  collection  of  delinquent  accounts  receivable. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  increasingly  responsible  experience 
in  the  collection  of  delinquent  accounts  recei  able;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   DELINQUENT  REVENUE  CODE:   k3hS 

ASSISTANT  SUPERVISOR  (Continued) 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  the 
principles  and  practices  involved  in  the  collection  of  delinquent  accounts; 
modern  office  methods  and  procedures. 

Requires  ability  to:  establish  and  maintain  effective  working  relations 
with  other  city  personnel,  attorneys  and  the  general  public;  exercise 
unusually  good  judgment  in  evaluating  situations. 

PROMOTIVE  LINES: 

To:   Delinquent  Revenue  Supervisor 

From:   Senior  Collection  Clerk 
Senior  Clerk 
Tax  Collector  Investigator 


CLASS  TITLE:   DELINQUENT  REVENUE  SUPERVISOR       CODE:   U3l|8 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  work  of  a  bureau  of  the  tax 
collector's  office  engaged  in  the  collection  of  delinquent  accounts  re- 
ceivable for  departments  of  the  city  government;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpreting, 
coordinating  and  enforcing  the  policies  and  methods  of  the  bureau  of 
delinquent  revenue;  achieving  considerable  economies  through  the  recov- 
ery of  delinquent  accounts  receivable  owed  to  the  city  government;  fre- 
quent contacts  with  irate  or  uncooperative  individuals;  requires  over-all 

supervisory  responsibility  for  the  maintenance  of  important,  operational 
and  financial  recoi  is. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  work  of  field  and  office 
employees  engaged  in  the  collection  of  delinquent  accounts  receivable 
transferred  from  other  city  departments  for  further  action. 

2.  Recommends  to  various  department  heads  compromise  on  certain 
claims  with  approval  of  the  controller. 

3.  Recommends  redeterminations  of  various  accounts  when  no  money 
or  only  part  of  what  is  due  can  be  collected. 

U.   Communicates  with  attorneys  by  correspondence,  in  person  or  by 
telephone  regarding  possible  compromise  and  settlement  in  pending  damage 
suits,  hospital  bills,  or  estates  in  probate. 

5.  Recommends  cases  to  be  referred  to  department  attorneys  for  liti- 
gation. 

6.  Signs  all  claims  in  probate  and  compensation  claims. 

7.  Supervises  the  collection  of  unsecured  property  taxes  before 
and  after  delinquency;  corresponds  with  attorneys,  debtors  and  taxpayers 
regarding  claims  on  unsecured  property  rolls. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supp- 
lemented by  five  years  of  increasingly  responsible  experience  in  the  col  j.- 
ection  of  delinquent  accounts  receivable,  including  two  years  of  super- 
visory experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  the  principles  and  practices  involved  in  the  collection  of  delinquent 
accounts  receivable;  modern  office  methods  and  procedures. 


CLASS  TITLE:   DELINQUENT  REVENUE  SUPERVISOR  CODE:   U3U8 

(Continued) 

Requires  ability  to:   exercise  unusually  good  judgment  in  evaluating 
situations  and  making  decisions;  assign,  supervise  and  review  the  work 
of  subordinates;  establish  and  maintain  effective  working  relationships 
with  city  department  heads,  attorneys  and  the  general  public, 

PROMOTIVE  LINES: 

To;   Tax  Collector 

From:  Delinquent  Revenue  Assistant  Supervisor 
Assistant  Cashier,  Tax  Collector 
Principal  Account  Clerk 


CUSS  TITLE:   CASHIER,  SHERIFF  CODE:   U352 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  collection  and 
disbursement  of  large  sums  of  money  in  the  sheriff's  office;  prepares 
and  maintains  records  and  accounts  of  money  handled;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  in  connection  with  the  handling  of  moneys  and 
attached  properties;  preventing  consideraole  losses  through  the  careful 
handling  of  large  amounts  of  money;  making  regular  contacts  with  other 
departmental  personnel,  the  general  public  and  legal  representatives 
relative  to  the  handling  of  funds  and  properties;  preparing  and  maintain- 
ing financial  records  and  reports  of  moneys  collected  and  disbursed. 

EXAMPLES  OF  DUTIES: 

1.  Collects,  receipts  for  and  deposits  all  monies  and  checks 
received  from  a  wide  variety  of  sources. 

2.  Prepares  daily  balance  sheets  of  all  moneys  to  be  deposited 
with  the  treasurer. 

3.  Receives  and  deposits  money  in  the  sheriff's  trust  fund  and 
superior  and  municipal  court  funds. 

h.      Disburses  notary  fees,  petty  cash  and  transportation  allowances 
and  maintains  appropriate  accounting  records  of  such  disbursements. 

6.  Is  responsible  for  the  custody  of  bonds,  undertakings  and  others 
collateral  deposited  in  connection  with  sheriff's  actions. 

7.  Is  responsible  for  the  safe  keeping  of  seized  or  attached  pro- 
perties including  furs  and  ownership  certificates  of  automobiles. 

8.  Pre  ides  information  to  legal  representatives  and  the  general 
public  in  connection  with  sheriff's  office  procedures. 

9.  Signs  releases  for  real  and  personal  property  under  levy 
attachment. 

10.   Calculates  and  determines  amounts  of  bonds,  undertaking  or  cash 
deposits  required  to  release  or  prevent  attachment  of  property. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  ex- 
perience in  the  receip  :  and  disbursement  of  large  sums  of  money, 
preferably  includi  g  some  supervisory  experience;  or  an  equivalent 
combination  of  traxning  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  methods  and  procedures  of  handling  and  accounting  for  large 
sums  of  money;  the  laws  and  regulations  applicable  to  the  collection 
and  disbursement  of  city  funds,  particularly  as  they  apply  to  the 
sheriff's  office. 


CLASS  TITLE:   CASHIER,  SHERIFF  (Continued)  CODEs   U352 

Requires  ability  to:  make  arithmetical  calculations  -with  speed  and 
accuracy;  deal  effectively  and  courteously  with  the  general  public;  detect 
counterfeit  moneys  and  bad  checks. 

PROMOTIVE  LIMES: 

To:  Cashier  Tax  Collector's  Office 
Chief  Civil  Deputy 

From:  Teller 


CLASS  TITLE:   CASHIER,  COUNTY  CLERK  CODE:  U356 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  collecting  large  amounts  of 
money  for  services  rendered  by  the  county  clerk's  office;  maintains 
records  and  accounts  of  money  received  and  disbursed;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  in  connection  with  the  receipt  and  disbursement 
of  funds;  achieving  considerable  economies  through  the  proper  handling 
of  large  amounts  of  money;  making  routine  contacts  with  the  general  public 
in  connection  with  the  receipt  and  disbursement  of  funds;  gathering  and 
preparing  ordinary  financial  reports  of  money  received  and  disbursed. 

EXAMPLES  OF  DUTIES: 

1.  Collects  fees  for  all  documents  filed  and  services  rendered  by 
the  county  clerk's  office;  reviews  amounts  charged  for  various  services 
for  correctness,  and  checks  against  payment  for  such  services. 

2.  Prepares  daily  summary  of  all  moneys  collected  and  allocates 
to  appropriate  accounts  for  deposit. 

3.  Prepares  deposit  sheets,  balances  cash  and  deposits  money  and 
checks  with  the  treasurer's  office;  maintains  records  of  services  rendered 
and  fees  charged. 

U.   Prepares  warrants  for  monies  to  be  paid  out  of  special  funds, 
including  jury  fees  and  deposits  on  court  actions;  prepares  warrants 
for  refunds  of  duplicate  payments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  ex- 
perience in  the  receipt  and  disbursement  of  large  sums  of  money, 
preferably  including  some  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  methods  and  procedures  of  handling  and  accounting  for  large 
sums  of  money;  pertinent  laws,  codes  and  regulations  applicable  to  the 
collection  and  disbursement  of  city  funds,  particularly  those  involving 
the  county  clerk's  office. 

Requires  considerable  ability  to:  make  fast  and  accurate  arith- 
metical calculations;  deal  effectively  and  courteously  with  the  public; 
detect  counterfeit  money  and  bad  checks. 

PROMOTIVE  LINES: 

To:  Assistant  County  Clerk 

From:   Cashier,  Sheriff 

Assistant  Cashier,  Tax  Collector 


CLASS  TITLE:  ASSISTANT  CASHIER,  WATER  DEPARTMENT  CODE:  i;360 

CHARACTERISTICS  CF  THE  CLASS: 

Under  general  supervision,  assists  in  supervising  the  receipt  of 
large  amounts  of  money  in  payment  of  water  bills;  personally  performs 
responsible  cashier  work  in  connection  therewith;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  in  connection  with  the  collection  and  deposit  of 
moneys  in  payment  of  water  bills;  achieving  considerable  economies 
through  the  careful  and  proper  handling  of  large  amounts  of  money; 
making  routine  contacts  with  other  departmental  personnel  and  the 
general  public  in  connection  with  the  collection  and  handling  of 
payments;  preparing  and  maintaining  routine  reports  of  moneys  handled 
and  deposited. 

EXAMPLES  OF  DUTIES: 

1.  Checks  moneys  received  by  subordinate  personnel  against 
receipts  and  verifies  amounts. 

2.  Makes  microfilms  of  and  endorses  checks,  money  orders  and 
related  receipts  and  documents 

3.  Arranges  checks,  drafts  and  money  orders  in  appropriate 
sequences  for  deposit;  prepares  deposit  slips  and  receipts  for  active 
unverified  deposits, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  progressively  responsible 
experience  in  the  receipt  and  accounting  of  large  amounts  of  money, 
including  one  year  of  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge;  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
methods  and  procedures  of  handling  and  accounting  for  large  amounts  of 
money;  appropriate  laws  and  regulations  applied  to  the  collection  and 
disbursement  of  city  funds;  the  over-all  operation  of  the  department, 
particularly  in  respect  to  the  collection  of  water  bills. 

Requires  ability  to:  perform  arithmetical  calculations  with  speed 
and  accuracy;  meet  with  and  deal  effectively  and  courteously  with  the 
public;  detect  counterfeit  money  and  bad  checks;  requires  some 
supervisory  ability, 

Requires  considerable  skill  in  the  handling  and  accounting  for  large 
sums  of  money  and  sufficient  skill  in  typing  to  complete  k$   net  words 
per  minute, 

PROMOTIVE  LINES: 

To:   Cashier  Water  Department 

Fx-om:   Teller 


CLASS  TITLE:   CASHIER,  WATER  DEPARTMENT  CODE:   1*362 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  receipt  of  large  amounts  of 
money  in  payment  of  water  bills;  personally  performs  responsible  cashier 
work  in  connection  therewith;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  carrying  out 
existing  methods  and  procedures  in  connection  with  the  handling  of  funds; 
achieving  considerable  economies  through  the  careful  handling  of  large 
amounts  of  money;  making  regular  contacts  with  other  departmental  personnel 
and  the  general  public  in  connection  with  the  payment  of  water  bills  and 
the  handling  of  related  funds;  preparing,  checking  and  reviewing  detailed 
cash  handling  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Receives  checks,  drafts  and  money  orders  from  subordinate  person- 
nel; checks  and  balances  moneys  received. 

2.  Reviews  and  checks  deposit  slips  and  receipts  for  active  and 
unverified  deposits  for  accuracy  and  completeness. 

3.  Prepares  bank  deposits  for  pick  up  by  bank  messanger;  assures 
sufficient  supplies  of  change  are  on  hand  for  the  various  tellers;  makes 
up  tellers  banks. 

h-       Assures  that  tellers  cages  are  adequately  supplied  with  funds 
throughout  the  day's  operation. 

5.  Checks  suspected  counterfeit  money  and  negotiable  instruments 
and  follows  up  on  proper  handling  of  bad  checks  and  counterfeit  money. 

6.  Prepares  and  supervises  the  preparation  of  records  and  reports 
relative  to  the  receipt  and  deposit  of  funds. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  complexion  of  high  school,  sup- 
plemented by  at  least  five  years  of  progressively  responsible  experience 
in  handling  and  accounting  for  large  sums  of  money,  including  two  years 
of  responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  the  methods  and  procedures  used  In  handling  and  accounting  for 
large  sums  of  money;  the  laws  and  regulations  applicable  to  the  collect- 
ion and  disbursement  of  city  funds;  over-all  departmental  operations, 
particularly  as  they  relate  to  the  collection  of  water  bills. 


CLASS  TITLE:   CASHIER,  WATER  DEPARTMENT  (Continued)       CODE:   1+362 

Requires  ability  to:  make  rapid  and  accurate  arithmetical  computations; 
detect  counterfeit  money  and  bad  checks;  plan,  assign  and  supervise  the 
work  of  subordinate  personnel. 

PROMOTIVE  LINES: 

To:   Assistant  Collection  Supervisor  Water  Department 

From:   Assistant  Cashier,  Water  Department 


CLASS  TITLE:   ASSISTANT  COLLECTION  SUPERVISOR,  CODE:   1*361; 

WATER  DEPARTMENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  supervising  and  directing  the  collec- 
tion and  accounting  for  of  all  monies  received  in  payment  of  water 
services;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  co- 
ordinating existing  procedures  in  connection  with  the  processing  and 
collection  of  water  bills;  making  regular  contacts  with  other  depart- 
mental personnel  and  the  general  public  on  matters  pertaining  to  water 
bill  accounts;  preparing,  checking  and  reviewing  a  variety  of  records 
and  reports  relative  to  water  bill  collection  activities. 

EXAMPLES  OF  DUTIES: 

lo  Assists  in  planning,  organizing  and  supervising  the  work  of 
division  employees;  assists  in  supervising  the  processing  of  water  bills 
for  delivery  to  consumers. 

2.  Assists  in  supervising  the  screening  of  past-due  bills  and  the 
preparation  and  mailing  of  delinquent  notices  and  collection  letters. 

3.  Reviews  delinquent  accounts  relative  to  the  extention  and/or 
restriction  of  credit. 

1|.   Assists  in  supervising,  processing  and  banking  of  all  payments 
of  water  services. 

5.  Assists  in  supervising  and  personally  participates  in  the  pre- 
paration of  reports  and  statistical  information  and  letters  in  connection 
with  collection  division  activities-. 

6,  Conducts  correspondence  and  personal  interviews  in  connection 
with  complaints  on  water  service  or  billing  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  seven  years  of  progressively  responsible 
clerical  and  administrative  experience,  including  experience  in  the 
billing,,  collection  and  handling  of  large  sums  of  money,  including 
three  years  of  responsible  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  rules  and  regulations  governing  the  collection  of  water  bills; 
the  development  and  maintenance  of  billing  systems  and  records;  the 
principles  and  practices  of  business  and  office  management. 

Requires  ability  to:   plan,  assign,  supervise  and  inspect  the  work 
of  subordinate  personnel;  deal  courteously  and  effectively  with  the 
public  in  dealing  with  customers'  requests  for  service  and  with  com- 
plaints. 

PROMOTIVE  LINES: 

To:   Collection  Supervisor,  Water  Department 

From:   Cashier,  Water  Department 


CLASS  TITLE:    COLLECTION  SUPERVISOR,  WATER  DEPARTMENT      CODE:   h366 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  directs  the  collection  and 
accounting  for  of  all  monies  received  in  payment  of  water  services]  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  collection  methods  and  procedures;  making  regular  contacts  with 
other  departmental  personnel  and  the  general  public  in  connection  with  the 
explanation  and  interpretation  cf  water  billing  procedures  and  regulations; 
requires  over-all  supervisory  responsibility  for  the  preparation  and  main- 
tenance of  financial  and  statistical  reports  relating  to  collection 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  directs  the  processing  of  water  bills  for  delivery 
to  consumers. 

2.  Makes  continuous  reviews  of  all  accounts;  screens  past-due  bills 
and  directs  the  preparation  and  mailing  of  delinquent  notices  and  collect- 
ion letters;  personally  initiates  actions  to  enforce  payment  of  delinquent 
bills. 

3.  Supervises  the  field  activities  of  water  and  special  collection 
personnel  and  advises  field  representatives  on  appropriate  collection 
procedures. 

h.       Meets  and  corresponds  with  consumers  in  explaining  collection 
rules,  regulations  and  proced:  res   and  in  answering  complaints  on  water 
services  and  billing  matters. 

5.  Supervises  and  inspects  the  operation  of  water  billing  and 
collection  functions;  directs  the  receipt,  processing  and  deposit  of  all 
funds  collected. 

6.  Directs  the  preparation  and  reviews  of  a  variety  of  reports  and 
statistical  data  and  information  pertaining  to  collection  activities. 

7.  Prepares  collection  division  portions  of  the  annual  budget, 
including  recommendations  for  personnel  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  o^  high  school,  sup- 
plemented  by  at  least  nine  years  of  progressively  responsible  clerical 
and  administrative  experience,  with  substantial  experience  in  the  oper- 
ation of  billing  systems  and  the  handling  of  large  amounts  of  money, 
including  at  least  five  years  of  responsible  supervisory  experience;  or 
an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:    COLLECTION  SUPERVISOR,  COLE:    U366 

VATER  DEPARTMENT  (Continued) 

Knowledge j  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  the  rules  and  regulations  governing  the  collection  of  water  tills; 
the  development  and  maintenance  of  billing  systems  and  records;  modern 
office  and  business  management  techniques  and  procedures. 

Requires  unusual  ability  in  dealing  with  customers1  requests  for 
service  and  in  answering  complaints  and  grievances. 

PROMOTIVE  LINES: 

To:   Commercial  Division  Assistant  Manager 

From:   Assistant  Collection  Supervisor,  Water  Department. 


CLASS  TITLE:  ASSISTANT  CASHIER,  TAX  COLLECTOR  CODE:   U370 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  supervising  the  receipt,  recording  and 
deposit  of  money  from  a  wide  variety  of  sources  in  the  tax  collector's 
office;  performs  responsible  cashiering  work  in  connection  therewith; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  in  connection  with  the  receipt  and  handling  of 
funds;  preventing  moderate  losses  through  the  proper  handling  of  large 
amounts  of  money;  making  routine  contacts  with  other  departmental 
personnel  and  the  general  public  in  connection  with  the  receipt  and 
handling  of  funds;  gathering  and  preparing  ordinary  financial  reports  on 
receipt  and  deposit  of  money. 

EXAMPLES  OF  DUTIES: 

1.  Receives  money  collected  by  tellers;  checks  and  rp^piots  for 
same  and  balances  such  monies  with  reports  from  accounting  personnel. 

2.  Maintains  records  of  money  collected  daily  between  the  various 
units  in  the  tax  collector's  office. 

3.  Prepares  deposit  slips  for  moneys  received  for  deposit  with 
the  city  treasurer. 

U.   Prepares  refund  checks  for  payments  and  maintains  records  of 
same;  makes  reconciliation  of  records  with  bank  statements. 

5.   Provides  assistance  and  guidance  to  tellers  on  various  pro- 
blems when  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible 
experience  in  the  receipt  and  lisbursement  of  large  sums  of  money,  in- 
cluding one  year  of  supervisor  "  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
the  methods  and  procedures  of  handling  and  accounting  for  large  sums 
of  money;  applicable  laws  and  regulations  relative  to  the  collection 
and  disbursement  of  city  funds,  particularly  as  applied  to  the  tax 
collector's  office. 

Requires  ability  to:   make  arithmetical  calculations  rapidly  and 
accurately;  deal  effectively  and  courteously  with  the  public;  detect 
counterfeit  money  and  bad  checks;  plan,  assign  and  supervise  the  work 
of  subordinate  personnel. 


CLASS  TITLE:   ASSISTANT  CASHIER,  TAX  COLLECTOR  CODE:   U370 

(Continued) 

PROMOTIVE  LINES: 

To:   Cashier,  Tax  Collector 

From:   Parking  Meter  Collections  Supervisor 
Investigator,  Tax  Collector 
Teller 


CLASS  TITLE:   CASHIER,  TAX  COLLECTOR  CODE:   U372 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  receipt,  recording  and  deposit 
of  money  from  a  wide  variety  of  sources  in  the  tax  collector's  office; 
performs  responsible  cashiering  work  in  connection  therewith;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  enforcing 
existing  methods  and  procedures  relative  to  the  receipt  and  handling  of 
funds;  achieving  considerable  economies  through  the  accurate  handling  of 
large  amounts  of  money;  making  regular  contacts  with  the  general  public, 
other  departmental  personnel  and  outside  organizations  in  connection  with 
the  receipt  and  handling  of  large  amounts  of  money;  checking  and  reviewing 
important  financial  and  operating  reports  relative  to  the  collection  and 
disbursement  of  funds. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  organizes  and  supervises  subordinate  personnel 
involved  in  collecting  or  receiving  payments  for  real  estate  and  personal 
property  taxes,  licenses,  delinquent  revenue  collections,  parking  meter 
collections  and  purchase  and  use  tax  and  sales  tax  collections, 

2.  Maintains  and  supervises  the  maintenance  of  related  records  for 
departmental  revolving  funds  and  checking  accounts. 

3o  Inspects  and  reviews  work  of  subordinate  employees  to  assure 
conformance  to  instructions  and  standard  procedures  in  the  tax  collector's 
office . 

U.  Conducts  correspondence  with  taxpayers  in  connection  with  shortages, 
bad  checks,  over  payment  and  provides  information  on  the  payment  of  taxes. 

5.   Coordinates  collection  activities  with  other  departmental  personnel 
in  compiling  monthly  statements  of  revenue  and  balancing  of  tax  rolls . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  six  years  of  progressively  responsible  experience  in 
the  receipt  and  disbursement  of  large  sums  of  money,  including  at  least 
two  years  of  responsible  supervisory  experience;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  methods  and  procedures  of  handling  and  accounting  for  large  sums 
of  money;  the  laws,  regulations  and  ordinances  applied  to  the  collection 
and  disbursement  of  city  funds,  particularly  as  applied  to  the  tax  col- 
lector's office;  the  general  municipal  financial  operations;  modern 
accounting  principles  and  practices. 


CLASS  TITLE:   CASHIER,  TAX  COLLECTOR  (continued)  CODE:   1>372 

Requires  considerable  ability  to:   perform  arithmetical  calculations 
quickly  and  accurately;  deal  effectively  and  courteously  with  the  general 
public;  plan,  organize  and  inspect  the  work  of  subordinate  personnel; 
detect  counterfeit  money  and  bad  checks;  prepare  and  maintain  financial 
reports  and  records  relating  to  collections  and  disbursements. 

PROMOTIVE  LINES: 

To:   Tax  Collector 

From:  Assistant  Cashier,  Tax  Collector 
Head  Property  Tax  Clerk 
Principal  Account  Clerk 


CLASS  TITLE?   TAX  COLLECTOR  CODEs   1*3 7l| 

CHARACTERISTICS  OF  THE  CLASS? 

Under  general  administrative  direction,  plans,  organizes  and  directs 
the  collection  of  general  property  taxes  and  municipal  license  taxes; 
accounts  for  taxes  to  the  city  and  state  collector;  directs  subordinate 
unit  heads  in  the  collection  of  taxes;  and  performs  related  duties  as- 
required. 

Requires  major  responsibility  for-   developing,  coordinating, 
originating  and  executing  policies  and  methods  for  the  tax  collector's 
office?  continuing  personal  contacts  with  the  public,  professional  and 
legal  personnel,  department  heads,  governmental  agencies  and  representa- 
tives of  organizations  and  groups,  involving  discussion,  explanation  and 
interpretation  of  policies,  rules  and  regulations  concerning  the  col- 
lection of  taxes,  delinquent  revenues  and  business  licensing  taxes? 
directing,  preparing,  maintaining  and  filing  important  tax  collection 
records  and  reports  as  prescribed  by  state  and  local  laws. 

EXAMPLES  OF  DUTIES s 

1.  Interprets  state  and  local  laws,  rules  and  regulations  of  the 
city  and  state  controller  pertaining  to  the  collection  of  personal  and 
real  property  taxes  and  municipal  license  taxes, 

2.  Collects  taxes  on  real  estate,  tangible  and  intangible  personal 
property  and  licenses;  issues  receipts  or  licenses  for  same;  accounts  to 
the  state  and  local  controller  for  taxes  collected;  answers  inquiries 
pertaining  to  taxes;  issues  annual  delinquent  tax  list  for  publication, 

3.  Prepares  an  annual  list  of  property  on  which  taxes  have  become 
delinquent  for  submission  to  the  state  controller;  deeds  delinquent 
property  to  the  state;  maintains  licensing  lists  and  keeps  general  oper- 
ational records . 

k.      Supervises  the  collecting  of  delinquent  revenues  such  as 
unsecured  personal  property  taxes,  licenses,,  rents,  damages  to  city 
property,  amounts  due  the  city  for  hospital  care  and  all  other  sums  awed 
the  city;  deposits  and  accounts  for  the  collection. 

5.   Supervises  the  collection  of  occupational,  business,  profes- 
sional and  other  license  taxes  imposed  by  ordinance  of  the  board  of 
supervisors;  maintains  necessary  records;  makes  accounting  and  settlement 
of  such  collections , 

MINIMUM  QUALIFICATIONS? 

Training  and  Experience;  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
law,  public  or  business  administration. 

Requires  eight  years  of  progressively  responsible  experience  in  a 
governmental  agency  involving  supervision  of  a  complex  and  diversified 
clerical  or  accounting  operation;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:   TAX  COLLECTOR  (Continued)  CODE:  U37U 

Knowledge,  Abilities  and  Skills?   Requires  considerable  knowledge  of: 
the  principles  and  practices  of  office  management  and  modern  office  methods 
and  procedures;  taxation  laws  relating  to  real  and  personal  property, 
delinquent  revenues  and  business  licensing  taxes;  governmental  accounting 
and  administration. 

Requires  ability  to:   administer  a  county  office  performing  responsible 
clerical  and  accounting  work;  analyze  departmental  procedures,  methods  and 
forms  and  institute  revisions  as  needed;  interpret  and  explain  laws  and 
policies  relating  to  collection  of  taxes,  business  licensing  and  collection 
of  delinquent  revenues;  establish  and  maintain  effective  working  relations 
with  governmental  agencies,  legal  and  professional  personnel  and  the 
public  in  general. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Cashier,  Tax  Collector 

Delinquent  Revenue  Bureau  Supervisor 
License  Bureau  Supervisor 


CLASS  TITLE:   CASHIER;,  TREASURER  CODE:   U380 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  collects  and  disburses  large  sums  of 
money  in  the  treasurer's  office;  prepares  and  maintains  records  and 
accounts  for  monies  handled;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  achieving  considerable  economies 
through  the  proper  handling  of  large  amounts  of  money;  dealing  effective- 
ly and  courteously  with  other  departmental  employees  and  the  general 
public  on  matters  pertaining  to  the  operation  of  the  treasurer's  office; 
the  maintenance  of  records  reflecting  the  receipt  and  deposit  of  monies. 

EXAMPLES  OF  DUTIES: 

1.  Pays  out  of  the  treasurer's  cash  account,  against  authorized 
demands,  large  amounts  of  money  for  jury  fees,  welfare  and  miscellaneous 
payments  and  the  cashing  of  warrants. 

2.  Receives  and  counts  large  sums  of  money  from  the  various  city 
departments  and  examines  all  checks  and  warrants  for  accuracy  according 
to  the  negotiable  instruments  laws. 

3.  Checks  currency  received  for  counterfeit  bills;  receives  warrants 
from  clearing  houses  and  sorts  into  proper  order  of  accounts  by 
controller's  numbers. 

U.  Balances  warrants  returned  from  individual  banks  with  warrants 
received  from  the  clearing  house  for  proper  payment  to  the  clearing 
house. 

5.  Keeps  daily  balance  sheets  of  all  money  paid  out  and  assures 
that  disbursements  are  accurately  posted  to  the  treasurer's  daily  cash 
account. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  in  the  handling  of 
large  amounts  of  money  in  a  bank  or  similar  institution;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
checks,  bonds  and  other  negotiable  instruments  and  their  proper 
validation  and  endorsements;  the  techniques  of  handling  large  amounts  of 
money  and  accounting  for  cash  receipts  and  disbursements. 

Requires  ability  to:   make  rapid  and  accurate  arithmetical  calcula- 
tions; handle  large  amounts  of  cash,  checks  and  warrants  with  accuracy; 
maintain  records  of  cash  transactions. 

PROMOTIVE  LINES: 

To:   Senior  Cashier,  Treasurer 

From:   Teller 


CLASS  TITLE:   SENIOR  CASHIER,  TREASURER  CODE:   1x382 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  receipt  and 
disbursement  of  and  accounting  for  all  money  paid  into  and  disbursed  by 
the  city  treasurer's  office;  personally  receives  and  disburses  large 
amounts  of  money;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  relating  to  the  receipt  and  disbursement  of  and 
accounting  for  city  funds;  achieving  considerable  economies  in  the  care- 
ful handling  of  large  amounts  of  money;  making  contacts  with  departmental 
personnel  and  the  general  public  in  connection  with  receipt  and  disburse- 
ment of  funds. 

EXAMPLES  OF  DUTIES: 

1.  Receives  all  deposits  made  in  the  treasurer's  office;  checks 
money  for  counterfeit  bills  and  audits  deposit  sheets  for  accuracy  of 
computations  and  allocations  to  proper  funds. 

2.  Supervises  the  balancing  of  amounts  paid  individual  banks  for 
city  warrants  cashed  by  such  banks;  assures  such  warrants  are  charged 
against  appropriate  funds  and  sorted  according  to  controller's  number 
ordeir. 

3.  Prepares  daily  cash  balances  and  bank  deposits. 

h.        Supplies  cashiers  with  money  for  daily  operations  and  assures 
that  sufficient  cash  is  on  hand  for  normal  operations. 

5.  Checks  daily  cash  balances  of  the  receiving  and  paying  cashiers. 

6.  Receives  collateral  and  bonds  for  banks  and  records  withdrawals 
and  exchanges  of  same. 

7 .  Receives  treasury  bonds  put  up  for  bail  and  surrenders  same  to 
bail  bond  brokers  upon  proper  demand. 

8.  Accepts  delivery  of  investment  bonds  purchased  by  the  retire- 
ment system  and  maintains  an  inventory  of  all  securities  belonging  to  the 
retirement  system. 

9.  May  be  authorized  to  sign  checks  in  the  absence  of  the  city 
treasurer  for  unlimited  amounts  of  city  monies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  progressively  responsible  experience 
in  the  handling  and  accounting  of  large  sums  of  money  in  banks  or  similar 
institutions,  including  one  year  of  supervisory  experience;  or  an  equiva- 
lent combination  of  training  and  experience. 


CLASS  TITLE:    SENIOR  CASHIER,  TREASURER  (Continued)        CODE:    1*382 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  standard  banking  procedures  involved  in  handling  checks  and  related 
processes;  checks^  bonds  and  other  common  negotiable  instruments  and 
their  proper  endorsement]  the  methods  of  balancing  checks  and  cash  against 
records  of  their  receipt. 

Requires  considerable  ability  to:  make  rapid  and  accurate  arithmet- 
ical computations;  handle  and  account  for  large  amounts  of  cash  and 
negotiable  instruments;  maintain  records  of  cash  transactions. 

PROMOTIVE  LINES: 

To:   Assistant  Treasurer 

From:   Cashier,  Treasurer 

Assistant  Cashier,  Tax  Collector 


CLASS  TITLE:   ASSISTANT  TREASURER  CODE:   U33U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  serves  as  assistant  to  the 
city  treasurer  in  administering  all  activities  and  functions  of  the 
treasurer's  office;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  interpreting  and 
assisting  in  the  development  of  policies  and  procedures  relative  to  the 
operation  of  the  treasurer's  office;  achieving  considerable  economies 
and/or  preventing  considerable  losses  through  the  proper  handling  of  and 
accounting  for  large  sums  of  money;  making  regular  responsible  contacts 
with  other  departmental  personnel,  financial  institutions  and  the  general 
public  in  connection  with  departmental  operations;  directing  the  prepara- 
tion and  maintenance  of  important  financial  records  and  reports  relating 
to  the  operations  of  the  treasurer's  office. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  controlling  the  receipt  and  disbursement  of  all  city 
and  county  funds. 

2.  Supervises  and  participates  in  transactions  with  financial  insti- 
tutions including  deposits,  withdrawals,  processing  and  signing  of  city 
bonds  and  the  examination  of  collateral  pledged  as  security  for  deposits; 
assists  in  the  investment  of  city  and  county  funds. 

3.  Keeps  informed  on  the  security  market  and  financial  factors 
which  affect  such  investments. 

k.      Assists  in  directing  the  collection  of  inheritance  taxes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
accounting,  finance  or  a  closely  related  field. 

Requires  at  least  eight  years  of  progressively  responsible  experience 
in  the  handling  and  accounting  for  of  large  sums  of  money,  including  four 
years  of  responsible  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
existing  charter  provisions,  laws  and  ordinances  relating  to  the  operations 
of  the  treasurer's  office;  financial  and  banking  methods  and  procedures 
relative  to  the  processing  and  deposit  of  large  sums  of  money  and  municipal 
bonds. 

Requires  considerable  ability  to:   plan,  assign  and  direct  the  activi- 
ties of  subordinate  personnel;  maintain  good  working  relationships  with 
banking  officials,  outside  agencies  and  other  departmental  officials; 
handle  and  account  for  large  sums  of  money  and  negotiable  instruments. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   TREASURER  CODE:   1*390 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  executive  approval,  serves  as  treasurer  for  the  city  and 
county;  directs  all  functions  of  the  treasurer's  office  in  accordance  with 
existing  charter  provisions  and  the  general  laws  of  the  state;  and  per- 
forms related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  all  policies  and  procedures  relating  to  the  operations  of  the 
treasurer's  office;  achieving  economies  and/or  preventing  major  losses 
through  the  direction  of  the  proper  handling  and  processing  of  large 
amounts  of  money  and  negotiable  securities;  making  regular  important 
contacts  with  responsible  officials,  governmental  agencies  and  outside 
organizations  relative  to  the  responsibility  of  the  office;  directing 
the  preparation  and  maintenance  of  detailed  and  important  financial 
records  and  reports  related  to  office  operations. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  directs  and  reviews  all  functions  and  operations 
of  the  treasurer's  office. 

2.  As  county  treasurer,  is  responsible  for  acting  as  the  authorized 
representative  of  the  state  controller  in  connection  with  the  administra- 
tion of  the  inheritance  tax  act. 

3.  Serves  as  joint  custodian  of  all  monies  or  bonds  belonging  to 
the  retirement  system;  is  responsible  for  the  custody  of  all  bonds  pledged 
by  banks  for  collateral  for  deposit  of  public  funds. 

h.      Has  custody  of  all  trust  funds;  has  overall  responsibility  for 
the  safekeeping  of  all  public  funds. 

Note:   As  this  position  is  an  elective  office  of  the  city  and  county,  no 
minimum  qualifications  and  lines  of  promotion  are  included  in  this 
specification. 


CODE :   5000 


ENGINEERING  AND  PUBLIC  WORKS  SERVICE 


CIASS  TITLE:   PUBLIC  BUILDINGS  MAINTENANCE  AND  REPAIR     CODE:   5102 
ASSISTANT  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  assists  in  directing  all  activ- 
ities relative  to  the  alteration  and  maintenance  of  city  buildings 
under  the  jurisdiction  of  the  department  of  public  works;  plans, 
assigns  and  supervises  the  work  of  various  craft  groups  in  connection 
with  such  activities;  performs  responsible  administrative  duties  in 
connection  therewith;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carry- 
ing out  existing  building  maintenance  methods  and  procedures;  making 
regular  contacts  with  other  departmental  personnel  and  outside  con- 
tractors in  connection  with  building  maintenance  and  repair  problems; 
preparing,  checking  and  reviewing  detailed  operational  and  financial 
records  relative  to  maintenance  operations  and  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out  and  assigns  maintenance  and  repair  projects 
to  subordinate  personnel, 

2.  Prepares  cost  estimates  on  projects  carried  out  by  subor- 
dinate personnel  from  preliminary  data  and  estimates  furnished  by  var- 
ious craft  foremen;  supervises  all  work  performed  for  other  public 
buildings  on  work  orders. 

3.  Maintains  records  of  job  estimates  and  reviews  and  verifies 
estimates  and  actual  cost  on  completion  of  jobs. 

U.   Supervises  the  requisitioning  of  tools,  supplies  and  mater- 
ials required  in  the  repair,  alteration  and  maintenance  of  public 
buildings . 

5.  Organizes  and  develops  bureau  budget  data  and  statistics  for 
the  preparation  of  operation  and  personal  service  costs  and  budget 
estimates. 

6.  Maintains  control  of  expenditures  from  appropriated  funds  for 
bureau  operations. 

7.  Supervises  the  maintenance  of  employees'  time  records,  oper- 
ating records  and  the  preparation  of  related  reports. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  the  operation,  maintenance  and  repair  of  buildings  and 
grounds,  including  four  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   PUBLIC  BUILDINGS  MAINTENANCE  AND  REPAIR     CODE:   £L02 
ASSISTANT  SUPERINTENDENT  (continued) 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  building  construction,  maintenance  and  repair  and  of  the  tools, 
materials  and  techniques  utilized  in  such  activities;  laws,  codes  and 
regulations  applicable  to  building  construction  and  maintenance. 

Requires  considerable  ability  to  :  plan,  assign  and  supervise 
the  work  of  subordinate  personnel;  estimate  labor  and  material  costs; 
requires  considerable  administrative  ability. 

Requires  considerable  skill  in  the  application  of  building  con- 
struction and  maintenance  theory  and  practices  to  practical  construct- 
ion and  maintenance  problems. 

PROMOTIVE  LINES: 

To:   Public  Buildings  Maintenance  and  Repair  Superintendent 

From:   Building  Maintenance  Superintendent 


CLASS  TITLE:   PUBLIC  BUILDINGS  MAINTENANCE  AND  CODE:  SlOk 

REPAIR  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsibile  for 
directing  all  activities  in  connection  with  the  maintenance,  repair, 
alteration  and  operation  of  all  city  buildings  and  structures  under 
the  jurisdiction  of  the  department  of  public  works;  plans,  assigns 
and  directs  the  activities  of  subordinate  personnel  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  coordinating  and 
interpreting  existing  methods  and  procedures  in  connection  with 
building  maintenance,  repair  and  operational  activities;  making 
regular  important  contacts  with  other  departmental  officials,  out- 
side organizations  and  the  general  public  in  connection  with  building 
maintenance  and  repair  activities,  preparation  of  important  operational^ 
inspectional  and  financial  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  all  repairs,  alterations,  maintenance  and  operations 
of  city  buildings  and  structures;  directs  the  inspection  of  such 
buildings  to  determine  needs  and  sets  priorities  for  repairs  and 
alterations. 

2.  Personally  inspects  repairs  and  maintenance  projects  to 
assure  that  workmanship  and  maintenance  activities  meet  prescribed 
standards. 

3.  Reviews  and  approves  cost  estimates  for  work-orders  for 
contract  projects. 

U.  Directs  the  preparation  and  development  of  plans  and 
specifications  for  contracts  to  be  performed  by  the  bureau;  reviews 
bids  from  outside  contractors  and  makes  recommendations  as  to  the 
award  of  such  contracts. 

5.  Directs  the  preparation  of  detailed  and  complex  operational 
and  inspectional  reports  and  the  maintenance  of  related  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  progressively  responsible 
experience  in  the  operation,  maintenance  and  repair  of  buildings 
and  grounds,  including  five  years  of  supervisory  and  administrative 
experience,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive 
knowledge  of:  building  construction,  maintenance  and  repair  methods 
and  procedures  and  the  tools,  materials  and  equipment  utilized  in 
such  activities;  the  laws,  ordinances  and  regulations  applicable 
to  building  maintenance  and  construction  work. 


CLASS  TITLE:   PUBLIC  BUILDINGS  MAINTENANCE  AND  CODE:   5lOU 

REPAIR  SUPERINTENDENT  (continued) 

Requires  considerable  ability  to  plan,  organize  and  direct 
the  activities  of  a  large  group  of  subordinate  personnel]  deal 
effectively  and  courteously  with  public  officials  and  outside 
organizations;  analyze  and  review  complex  and  detailed  reports 
and  documents  relative  to  building  maintenance  and  operation 
programs  and  make  sound  judgments  and  recommendations  from  such 
revi  ews . 

Requires  considerable  skill  in  the  application  of  building 
maintenance,  construction  and  operation  techniques  to  practical 
building  operation  problems. 

PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion 

From:   Assistant  superintendent  maintenance  and  repair  of  public 
buildings 


CLASS  TITLE:   URBAN  RENEWAL  COORDINATOR  CODE:   5110 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  correlates  and  coordinates  the 
activities  of  all  departments,  bureaus  and  agencies  concerned  with  all 
parts  of  the  city-wide  urban  renewal  program;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies  relating  to  the  overall  urban  renewal  program;  making 
regular  important  contacts  with  a  wide  variety  of  public  and  private 
officials  in  connection  with  urban  renewal  activities;  the  preparation 
and  review  of  detailed  and  complicated  work  programs  and  reports  relating 
to  urban  renewal  activities. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  chairman  of  the  inter-agency  committee  for  urban 
renewal  in  connection  with  the  preparation  of  a  city-wide  urban  renewal 
program,  including  the  legislative  and  budget  requirements  for  effectu- 
ating such  a  program. 

2.  Confers  with  agencies,  departments  and  bureaus  engaged  in  urban 
renewal  activities  and  prepares  the  annual  work  program  for  urban 
renewal. 

3.  Submits  the  program  to  the  board  of  supervisors  for  adoption  of 
a  resolution  and  transmits  same  to  appropriate  officials;  initiates  and 
reviews  administrative  procedures  and  proposed  legislation  in  connection 
with  carrying  out  federal  rules  and  regulations  applicable  to  urban 
renewal  activities. 

h.     Attends  a  variety  of  committee,  civic  gfoup  and  other  meetings 
on  urban  renewal  problems;  speaks  before  such  groups  and  provides 
information  on  urban  renewal  planning  and  other  phases  of  the  program. 

5.   Prepares  and  distributes  periodic  reports  on  urban  renewal 
activities . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
architecture,  engineering  or  city  planning. 

Requires  ten  years  of  progressively  responsible  experience  covering 
all  phases  of  urban  renewal  and  city  planning  work,  including  five  years 
of  responsible  administrative  experience;  or  an  equivalent  combination 
of  training  and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  overall  aims  of  the  urban  renewal  program  and  the  responsi- 
bilities of  the  various  departments,  bureaus  and  agencies  participating 
in  the  program;  the  methods  and  techniques  of  urban  renewal  and  city 
planning  and  their  relationship  to  the  established  program. 


CLASS  TITLE:  URBAN  RENEWAL  COORDINATOR  (continued)        COLE:   5110 

Requires  considerable  ability  to:  work  with  management  personnel 
in  coordinating  widely  diversified  interests  and  operations  relating  to 
the  urban  renewal  program;  meet  and  deal  with  public  and  private  officials 
and  effectively  resolve  problems  arising  in  the  implementation  of  the 
program. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   ZONING  ADMINISTRATOR  CODE:   £112 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  performs  duties  in  administer- 
ing and  enforcing  of  the  zoning  provisions  of  the  city  planning  code; 
directs  personnel  of  the  zoning  division  in  reviewing  and  investigating 
applications  and  permits;  supervises  zoning  hearings,  appears  before 
district  attorney  and  testifies  in  court  on  zoning  matters;  acts  for 
the  city  planning  director  in  his  absence;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:  Making  certain  quasi-judicial 
decisions  which  allow  wide  latitude  for  independent  judgment  in  origi- 
nating, developing,  coordinating,  interpreting  and  enforcing  zoning 
policy  and  procedures;  making  continuing  personal  contacts  involving 
public  relations,  difficult  negotiations,  presentation  and  interpreta- 
tion of  zoning  policies,  ordinances  and  problems  of  a  professional  and 
technical  nature  with  persons  at  all  levels;  overall  direction  of  the 
preparation  and  review  of  important  technical  records  and  reports  of 
the  zoning  division. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  public  hearings,  grants  or  denies  the  variance  re- 
quested and  administers  and  enforces  the  city  planning  code;  determines 
classification  of  uses  not  specifically  listed  in  the  zoning  ordinance; 
receives  and  investigates  all  applications  for  proposed  amendments  to 
the  zoning  ordinance  and  for  conditional  use  organizations. 

2.  Submits  zoning  reports  and  recommendations  to  the  city  plan- 
ning director  prior  to  city  planning  commission  hearings;  directs  the 
review  of  all  building  and  other  permit  applications  and  processes  use 
complaints;  appears  before  the  district  attorney  and  testifies  in 
court;  supervises  subordinate  field  and  office  personnel  in  relation  to 
zoning  activities. 

3.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  city  planning,  architecture,  public  administration,  law,  civil  engi- 
neering or  economies. 

Requires  six  years  of  responsible  experience  in  the  administration 
of  zoning  laws  and  carrying  out  of  investigations  for  zoning  changes  and 
adjustments;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE;   ZONING  ADMINISTRATOR  (continued)  CODE:   5112 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  know- 
ledge of:   federal,  state  and  local  laws  and  ordinances  governing  and 
relating  to  city  planning  and  municipal  zoning  and  the  practices  and 
principles  of  municipal  zoning  administration;  the  principles  and  tech- 
niques used  in  preparing  maps,  property  descriptions  and  exhibits;  sta- 
tistical methods  and  techniques  and  legal  principles  of  zoning  laws  and 
court  decisions  involving  zoning;  the  principles,  practices,  purposes, 
scope  and  techniques  of  various  phases  of  city  planning  and  the  prepar- 
ation, maintenance  and  operation  of  a  comprehensive  master  plan  and 
zoning  ordinance. 

Requires  considerable  ability  to:   conduct  public  hearings  involv- 
ing complex  and  difficult  zoning  problems;  direct  zoning  investigations; 
plan,  organize  and  direct  the  work  of  subordinate  employees;  design, 
analyze,  write  and  edit  research  studies  and  survey  reports;  deal  cour- 
teously and  effectively  with  the  general  public,  government  officials, 
professional  and  technical  persons  and  employees;  coordinate  activities 
of  the  zoning  division  with  other  city  planning  activities  and  other 
city  departments  and  government  agencies. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Assistant  Zoning  Administrator 
Original  entrance  examination 


CLASS  TITLES   CITY  FLAMING  ASSISTANT  DIRECTOR  CODE:   SllU 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  serves  as  chief  assistant  to  the 
city  planning  director;  acts  for  the  director  in  his  absence  and  repre- 
sents the  department  in  public  or-  official  contacts;  coordinates  and 
supervises  the  work  of  subordinate  supervisors  and  acts  as  their  technical 
advisor  on  all  studies  and  problems;  advises  and  assists  the  director  in 
the  formulation  and  development  of  the  master  plan,  zoning  ordinance  and 
related  planning  problems j  and  performs  related  duties  as  required. 

Requires  major  responsibilities  for:   assisting  in  the  originating, 
directing,  developing,  interpreting  and  coordinating  of  city  planning 
policies  and  methods;  making  continuing  responsible  contacts  involving 
public  relations,  difficult  negotiations,  presentation  and  interpretation 
of  city  planning  policies,  rules,  regulations  and  problems  of  professional 
and  technical  nature  with  administrative  officials,  representative  groups 
and  the  general  public;  assisting  in  directing  the  preparation  and  mainte- 
nance of  records  and  reports  affecting  all  administrative  units  of  the 
city  planning  staff;  reviewing  highly  specialized  and  technical  records 
and  drawing  conclusions  upon  which  administrative  decisions  may  be  based. 

EXAMPLES  OF  DUTIES: 

1,  Flans,  organizes,  supervises,  reviews,  correlates  and  coordinates 
the  work  of  the  planning  divisions;  plans  and  reviews  surveys  and  reports 
concerning  current  and  estimated  future  population  and  economic  trends, 
land  uses,  social  conditions,  transportation  and  transit  problems  and 
existing  and  proposed  legislation  necessary  in  the  formation,  adoption, 
and  effectuation  of  the  master  plan  and  zoning  ordinances. 

2a     Prepares  special  complex  and  detailed  reports  on  capital  improve- 
ment programs,  subdivision  control  and  quarry  and  grading  ordinances; 
prepares  replies  to  inquiries  requiring  highly  specialized  planning 
information. 

3,   Coordinates  and  develops  effective  work  relations  with  other 
government  agencies,  civic  groups,  professional  societies  and  the  general 
public  for  the  implementation  of  city  planning;  represents  the  director 
of  planning  and  the  city  planning  department  before  civic  and  governmental 
agencies  in  explaining  city  planning  policies  and  programs;  coordinates 
and  acts  as  technical  advisor  on  all  studies  and  problems  of  planning 
division  heads  in  the  department. 

MINIMUM  QUALIFI CATIONS  s 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  city 
planning,  architecture,  economics  or  civil  engineering. 

Requires  eight  years  of  professional  city  and  regional  planning 
experience  performing  all  technical  phases  of  city  planning,  including 
at  least  four  years  of  responsible  supervisory  and  administrative  experi- 
ence; or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CITY  PLANNING  ASSISTANT  DIRECTOR  CCDE:   5llU 

( continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   the  principles,  practices,  purposes,  scope  and  techniques  of  various 
phases  of  city  planning;  statistical  and  research  methods  and  sources  of 
data  relating  to  city  and  metropolitan  growth;  subdivision,  land  use, 
zoning  and  legal  descriptions;  federal,  state  and  local  laws  as  they  relate 
to  city  planning. 

Requires  unusual  ability  to:  plan,  organize,  supervise  and  review 
the  work  of  subordinate  employees;  design,  analyze,  write  and  edit  research 
studies,  surveys,  final  reports  and  plans;  speak  and  write  effectively; 
deal  tactfully  and  effectively  with  the  general  public,  government  officials 
and  professional  and  technical  personnel  and  employees. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Senior  City  Planner 


CLASS  TITLE:   CITY  PLANNING  DIRECTOR  CODE:   £Ll6 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  serves  as  administrative  head  of 
the  department  of  city  planning;  supervises  and  coordinates  the  develop- 
ment and  administration  of  the  master  plan,  comprehensive  zoning  ordinances 
and  other  planning  problems;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and  exe- 
cuting policy  methods  and  procedures  related  to  city  planning  activities, 
programs  and  projects;  achieving  major  economies  or  preventing  major  losses 
through  city  wide  land  use  planning  and  recommendations  thereon;  making 
continuing  personal  contacts  involving  public  relations,  difficult  nego- 
tiations, presentation  and  the  interpretation  of  city  planning  policies, 
rules  and  regulations  and  problems  of  a  professional  and  technical  nature 
with  persons  of  all  rank,  administrative  officials,  representative  groups 
and  the  public  in  general;  directing  the  preparation,  approval,  review 
and  maintenance  of  complex  and  specialized  planning  records  and  reports; 
and  drawing  conclusions  upon  which  administrative  decisions  are  based. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  and  directs  the  activities  of  the  city  planning 
department;  plans  work  programs,  confers  with  staff  members  and  supervises 
the  development  and  administration  of  the  master  plan  and  comprehensive 
zoning  ordinance;  conducts  regular  staff  meetings;  makes  assignments  and 
reviews  work. 

2.  Directs  the  development  of  a  long  range  and  comprehensive  city 
planning  program  which  includes  design,  research,  analysis,  writing  and 
editing  of  reports  culminating  in  a  total  city  plan;  supervises  graphic, 
design  and  publications  work. 

3.  Supervises  the  preparation  of  varied  planning  and  related  reports 
to  the  city  planning  commission,  the  board  of  supervisors  and  other  depart- 
ments and  agencies;  acts  as  technical  advisor  to  the  city  planning  commis- 
sion; appears  before  the  board  of  supervisors,  mayor,  planning  commission, 
other  city  departments,  public  agencies  and  civic  organizations  to  discuss 
metropolitan  and  city  planning  policies  and  problems. 

k.      Reviews  all  zoning  cases  heard  by  the  planning  commission  and 
makes  recommendations  thereon;  prepares  agenda  for  regular  and  special 
city  planning  commission  meetings  and  reports;  explains,  advises  and 
recommends  action  on  all  calendar  and  policy  matter  before  the  commission. 

5.   Prepares  and  administers  departmental  budget  and  directs  the 
maintenance  of  necessary  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  city 
planning,  architecture,  economics  or  civil  engineering. 


CLASS  TITLE:   CITY  PLANNING  DIRECTOR  (continued)  CODE:   5116 

Requires  at  least  ten  years  of  professional  city  and  regional  planning 
experience  performing  all  phases  of  city  planning,  including  six  years  of 
responsible  supervisory  and  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:   the  principles,  practices,  purposes,  scope  and  techniques  of  various 
phases  of  city  planning;  statistical  and  research  methods  and  sources  of 
data  relating  to  city  and  metropolitan  growth;  land  uses  and  zoning  and 
federal,  state  and  local  laws  as  they  relate  to  city  planning. 

Requires  considerable  ability  to:  plan,  organize,  direct  and  review 
work  of  subordinate  employees;  design,  analyze,  write  and  edit  research 
studies  and  surveys;  speak  and  write  effectively;  deal  tactfully  and  effec- 
tively with  the  general  public,  government  officials,  professional  and 
technical  persons  and  employees. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination 


CLASS  TITLE:   ARCHITECTURAL  ADMINISTRATOR  CODE:   5120 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  responsible  administrative  and 
technical  work  in  connection  with  coordinating  the  activities  of  various 
■units  of  the  bureau  of  architecture;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  carrying 
out  existing  methods  and  procedures  related  to  architectural  projects  with 
other  affected  departments  and  outside  agencies;  making  regular  contacts 
with  departmental  personnel,  outside  organizations  and  representatives  in 
connection  with  the  administrative  affairs  relative  to  architectural  pro- 
jects; independent  responsibility  for  the  preparation  of  specialized  and 
technical  correspondence,  information  and  reports  related  to  architectural 
projects. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  analyzes  all  incoming  correspondence  relative  to  the 
various  architectural  projects  under  construction  by  consulting  with 
departmental  personnel  responsible  for  the  various  projects. 

2.  Prepares  replies  to  technical  and  general  questions  requested  in 
such  correspondence;  prepares  technical  correspondence  relative  to  con- 
tract modifications  and  prepares  and  supervises  the  preparation  and  handling 
of  related  forms  and  documents. 

3.  Tabulates  cost  data  for  construction  contracts  when  changes  are 
approved  and  advises  those  concerned  of  balances  of  various  funds  affecting 
such  contracts. 

U.      Reviews  and  receives  complaints  and  requests  in  order  that  such 
complaints  may  be  adequately  answered. 

5.  Composes  instructions  for  the  guidance  of  consulting  architects, 
engineers,  inspectors,  contractors  and  others  relative  to  current  policies 
and  procedures. 

6.  Compiles  and  tabulates  technical  data  and  information  relative 
to  the  preparation  of  periodical  reports  to  appropriate  agencies  and 
officials . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  eight  years  of  progressively  responsible  experience  in 
architectural  design  and  drafting  work,  including  at  least  two  years  of 
responsible  office  management  and  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   architectural  theory,  practices  and  procedures;  architectural  design 
and  drafting;  office  methods  and  procedures. 


CLASS  TITLE:   ARCHITECTURAL  ADMINISTRATOR  (continued)      CODE:   5120 

Requires  considerable  ability  to:   initiate  and  prepare  technical 
correspondence;  analyze  technical  reports  to  enable  preparation  of  clear 
and  concise  answers  to  such  correspondence. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Architectural  Draftsman 


CLASS  TITLE:   ASSISTANT  CITY  ARCHITECT  CODE:  5122 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  directing 
all  activities  and  operations  of  the  bureau  of  architecture;  performs 
difficult  and  responsible  administrative  and  technical  architectural 
work  in  connection  therewith;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for  developing,  coordinating  and 
interpreting  architectural  techniques  and  methods  for  major  building 
construction  and  maintenance  projects;  maintaining  continuous  contacts 
with  departmental  representatives  and  professional  representatives  of 
outside  organizations  and  agencies  in  connection  with  architectural 
phases  of  major  construction  projects;  independent  responsibility  for 
supervising  the  preparation  of  important,  detailed  technical  data  and 
reports  in  connection  with  architectural  matters. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  architectural 
design  and  related  specifications  in  connection  with  construction 
or  reconstruction  of  new  and  existing  city  buildings  and  structures. 

2.  Supervises  and  advises  on  a  wide  variety  of  construction 
and  reconstruction  projects;  assists  in  planning  and  coordinating 
construction  schedules. 

3.  Prepares  and  supervises  the  preparation  of  cost  estimates 
and  progress  reports;  confers  with  departmental  officials,  contractors 
and  other  interested  parties  on  building  design,  construction  and 
maintenance  matters. 

k.      Directs  the  coordination  of  architectural  designing  phases 
of  projects  with  mechanical,  electrical  and  structural  portions  of 
such  projects. 

MTNINUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  architecture. 

Requires  eight  years  of  progessively  responsible  architectural 
experience,  including  four  years  of  responsible  supervisory  experience: 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  architectural  theory,  practices  and  procedures;  architectural  design, 
site  development  and  graphic  arts;  the  laws,  ordinances,  codes  and 
regulations  applicable  to  building  construction  projects. 

Requires  considerable  ability  to:  plan,  organize  and  direct 
the  work  of  professional  and  sub-professional  personnel;  prepare  clear 
and  concise  professional  and  technical  evaluations  and  reports. 

Requires  unusual  ability  to  exercise  sound  professional  judgment 
on  architectural  and  engineering  matters. 

Requires  considerable  skill  in  the  application  of  architectural 
theory  to  practical  architectural  problems. 


CLASS  TITLE:   ASSISTANT  CUT  ARCHITECT  (continued)  CODE:   5122 

License:  Requires  registration  as  a  licensed  architect 
in  the  State  of  California 

PROMOTIVE  LINES: 

To:    City  architect 

From:  Senior  architect 


CLASS  TITLE:   CITY  ARCHITECT  CODE:   £121; 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  directing 
all  activities  and  operations  of  the  bureau  of  architecture;  performs 
highly  responsible  administrative  and  technical  work  in  connection  there- 
with; and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
interpreting  architectural  techniques  and  methods  for  major  construction 
and  maintenance  projects;  maintaining  important  contacts  with  depart- 
mental representatives  and  high  level  professional  representatives  of 
outside  organizations  in  connection  with  the  architectural  phases  of  ' 
construction  and  maintenance  projects;  requires  over-all  responsibility 
for  directing  the  preparation  of  important  detailed  technical  data  and 
reports  in  connection  with  architectural  activities. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  architectural  work  loads  and  reviews  possible  program- 
ing with  subordinate  personnel  and  outside  consultants  to  determine  most 
practicable  manner  for  completing  proposed  projects. 

2.  Assigns,  schedules  and  directs  various  construction  and  mainte- 
nance projects. 

3.  Reviews  designs  of  all  work  in  progress  to  assure  adherence  to 
proper  procedures  and  to  see  that  work  schedules  are  maintained. 

h.  Reviews  and  analyzes  bids  received  and  makes  recommendations 
for  contract  awards;  administers  contracts  and  certifies  progress  and 
work  completion. 

5.  Confers  and  consults  with  various  departmental  representatives 
and  other  officials  in  connection  with  the  alteration  and  construction 
of  city  buildings. 

6.  Prepares  and  directs  the  preparation  of  correspondence  and  reports 
relative  to  proposed  work  and  work  under  construction. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
architecture . 

Requires  ten  years  of  progressively  responsible  architectural  experi- 
ence, including  five  years  of  responsible  administrative  and  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   architectural  design,  theory,  practices  and  procedures;  specifica- 
tions for  building  construction  materials  and  equipment;  organization 
functions  and  procedures  of  the  department  of  public  works. 


CLASS  TITLE:   CITY  ARCHITECT  (continued)  CODE:   5121; 

Requires  unusual  ability  to:   apply  architectural  theory  to  practical 
problems  of  building  design  and  conversions;  plan,  organize  and  direct  the 
work  of  professional  and  sub-professional  architectural  and  engineering 
personnel;  deal  effectively  and  courteously  with  architects  and  engineering 
officials  of  other  government  and  private  agencies;  requires  considerable 
administrative  and  executive  ability. 

Requires  exceptional  skill  in  the  application  of  architectural  theory 
to  practical  architectural  problems. 

License:   Requires  registration  as  a  licensed  architect  in  the  state 
of  California. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From;  Assistant  City  Architect 


CLASS  TITLE:   SEWAGE  PUMPING  STATIONS  SUPERINTENDENT    CODE:   5128 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  operation  and 
maintenance  of  all  sewage  pumping  stations;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
operating  procedures  and  methods  and  assisting  in  the  development  and 
implementation  of  new  procedures  and  methods;  achieving  considerable 
economies  through  proper  plant  maintenance  and  operational  planning; 
making  regular  contacts  with  other  city  departments,  outside  agencies 
and  the  general  public  in  connection  with  station  operating  and 
maintenance  activities;  preparing  and  reviewing  financial  and  operating 
reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  work  of  subordinate  employees 
engaged  in  the  operation  and  maintenance  of  all  sewage  pumping  stations. 

2.  Makes  periodic  checks  of  stations  to  assure  operation  and 
maintenance  schedules  are  maintained. 

3.  Assists  in  the  preparation  of  plans  and  specifications  for 
construction  or  modification  of  pumping  stations  and  equipment. 

U.  Personally  tests  and  checks  station  controls  and  equipment  to 
determine  operating  and  maintenance  requirements;  may  plan,  lay-out  and 
supervise  conversion  or  alteration  of  station  controls  and  equipment. 

5.  Prepares  pumping  stations  budget,  plant  operating  and 
maintenance  reports,  supply  and  equipment  requisitions  and  related 
correspondence  and  reports. 

6.  Coordinates  pumping  station  activities  with  other  units  of 
the  bureau,  other  city  and  county  departments  and  private  industries 
as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  electrical  or  mechanical  engineering. 

Requires  four  years  of  progressively  responsible  engineering 
experience  in  the  maintenance,  operating  and  repair  of  electrical  and 
mechanical  plants,  including  two  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive 
knowledge  of:  the  city  sewage  system  and  the  laws  and  regulations 
applying  to  its  operation;  mechanical  and  electrical  engineering 
principles  as  applied  to  the  operation  and  maintenance  of  pumping 
stations  and  equipment. 


CLASS  TITLE:   SEWAGE  PUMPING  STATIONS  CODE:   5128 

SUPERINTENDENT  (Continued) 

Requires  considerable  ability  in:  evaluating  and  taking  immediate 
action  in  unusual  and  emergency  operative  situations;  planning,  assigning 
and  supervising  the  work  of  subordinate  operating  employees]  performing 
responsible  technical  and  administrative  duties  involving  pumping 
stations  efficiency;  preparing  and  supervising  the  preparation  of 
financial  and  operating  records  and  reports » 

Requires  considerable  skill  in  the  application  of  modern  engineering 
techniques  and  methods  to  pumping  stations  operating  and  maintenance 
problems. 

PROMDTIVE  LINES: 

To:   Superintendent j  Sewage  Treatment  Plant 

From:   Assistant  Electrical  Engineer 
Assistant  Mechanical  Engineer 


CLASS  TITLE:   SEWAGE  TREATMENT  PLANT  SUPERINTENDENT        CODE:   5130 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  all  maintenance, 
repair  and  operational  activities  of  a  large  sewage  treatment  plant  and 
its  associated  laboratory;  performs  responsible  technical  and  administra- 
tive work  in  connection  therewith;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out,  coordinat- 
ing and  enforcing  existing  plant  operations  methods  and  processes  and  parti- 
cipating in  the  development  of  new  plant  processes  and  procedures;  achiev- 
ing major  economies  and  preventing  major  losses  through  proper  planning 
and  supervision  of  plant  maintenance  activities;  making  regular  contacts 
with  other  departments,  outside  agencies  and  representatives  relative  to 
specialized  aspects  of  plant  operations;  reviewing  and  preparing  detailed 
plant  operation  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Continuously  reviews  plant  maintenance  and  operations,  both  physi- 
cally and  through  evaluation  of  operating  and  laboratory  reports  in  order 
to  evaluate  plant  performance  and  to  determine  the  need  for  changes  in 
methods  or  processes. 

2.  Plans,  assigns  and  supervises  special  research  projects  and  studies; 
reviews  results  of  such  projects  and  studies  and  their  application  to  plant 
operations. 

3.  Initiates  plant  conversion  and  alteration  proposals  and  reviews 
related  engineering  plans  and  specifications. 

k.      Exercises  control  over  the  expenditure  of  funds  allocated  for  plant 
maintenances  and  operations. 

S>.   Supervises  and  participates  in  the  preparation  of  plant  budget 
and  in  the  maintenance  of  records  and  preparation  of  operational  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical,  chemical  or  sanitary  engineering. 

Requires  six  years  of  progressively  responsible  engineering  experi- 
ence related  to  the  operation,  maintenance  and  repair  of  large  mechanical 
plants  or  similar  installations,  including  three  years  of  responsible  super- 
visory and  administrative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of: 
the  bacteriological  and  chemical  treatment  of  sewage  and  its  effect  on 
plant  machinery  and  equipment;  the  entire  sewer  system  and  the  legal  re- 
quirements for  its  proper  operation;  good  knowledge  of  modern  administra- 
tive techniques  and  methods. 

Requires  considerable  ability  to:   analyze  technical  plant  operating 
problems  and  to  determine  proper  remedial  action;  plan,  assign  and  super- 
vise the  activities  of  subordinate  personnel;  deal  effectively  and  cour- 
teously with  other  city  departments,  outside  agencies  and  the  general  pub- 
lic; requires  administrative  ability. 


CLASS  TITLE:   SEWAGE  TREATMENT  PLANT  SUPERINTENDENT        CODE:   £130 
(continued) 

Requires  considerable  skill  in  the  application  of  engineering  princi- 
ples and  practices  to  plant  operation  and  maintenance  problems. 

PROMOTIVE  LINES: 

To:   Superintendent,  Bureau  of  Sewer  Repair  &  Sewage  Treatment 

From:   Superintendent,  Sewage  Pumping  Stations 


CLASS  TITLE:   SEWER  REPAIR  AND  SEWAGE  TREATMENT  CODE:   5132 

SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for 
directing  all  sewer  construction,  repair,  sewage  treatment  and  pumping 
station  maintenance  and  operation  activities  in  the  city  and  county; 
performs  responsible  administrative  and  technical  work  in  connection 
therewith;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   reviewing,  approving, 
coordinating  and  executing  existing  or  new  methods  or  procedures 
effecting  the  sewer  system;  achieving  widespread  economies  through 
exercising  budgetary  control  and  technical  management  of  the  bureau; 
making  regular  contacts  with  city  department  heads,  representatives  of 
outside  agencies  and  persons  of  all  levels  in  connection  with  sewer 
operation,  maintenance  and  construction  matters;  directing  the 
preparation  and  maintenance  of  all  financial  and  operating  records 
and  reports  effecting  the  bureau. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  coordinates  and  directs  the  construction, 
maintenance,  repair  and  plant  operation  activities  of  the  bureau. 

2.  Confers  with  superiors,  city  and  other  governmental  officials, 
business  and  industrial  organizations  and  the  general  public  on  matters 
pertaining  to  the  sewage  system  and  its  operation. 

3.  Reviews  plans,  contract  documents,  reports,  ordinance  revisions 
and  other  material  related  to  sewer  activities. 

h.      Directs  the  preparation  of  periodic  financial,  administrative 
and  technical  operating  reports  and  the  preparation  of  annual  budget 
estimates  and  correspondence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  one  of  the  common  engineering  fields,  including  training  in 
sanitary  engineering. 

Requires  ten  years  of  progressively  responsible  experience  in  the 
construction,  maintenance,  repair  and  operation  of  sewer  systems, 
including  five  years  of  responsible  supervisory  and  administrative 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   municipal  sewer  system  construction,  maintenance  and  operation 
problems;  modern  engineering  techniques  and  methods,  particularly  as 
applied  to  sewage  systems;  modern  management  and  administrative  methods; 
laws  and  regulations  related  to  sewage  collection  and  treatment. 


CLASS  TITLE:   SEWER  REPAIR  AND  SEWAGE  TREATMENT  CODE:   5132 

SUPERINTENDENT  ( continued) 

Requires  considerable  ability  to:   plan,  organize  and  direct  the 
activities  of  a  large  maintenance,  repair  and  plant  operation  organiza- 
tion! deal  effectively  and  courteously  with  all  levels  of  public  and 
private  officials. 

Requires  considerable  skill  in  the  application  of  engineering  and 
management  methods  and  techniques  to  sewer  system  construction,  maintenance 
and  operation  problems, 

PROMOTIVE  LINES: 

To:   Assistant  Director  of  Public  Works  (Maintenance  and  Operations) 

From:   Sewage  Treatment  Plants  General  Superintendent 


CLASS  TITLE:   SEWAGE  TREATMENT  PLANTS  CODE:   £l3U 

GENERAL  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  operation  and 
maintenance  activities  of  all  sewage  treatment  plants;  directs  the 
related  laboratory  activities;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  reviewing,  approving  and 
coordinating  new  or  changed  plant  maintenance  or  operations  processes 
and  methods;  achieving  widespread  economics  through  proper  planning 
and  direction  of  plant  maintenance  activities;  making  regular  contacts 
with  other  departments,  outside  organizations  and  agencies,  and  the 
general  public  relative  to  specialized  and  technical  maintenance  and 
operation  problems  and  in  the  exchange  of  general  information  on 
sewage  treatment  activities;  directing  the  preparation  of  all  plant 
operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  technical  investigations  and  discussions  in  connection 
with  the  operation,  maintenance  and  improvement  programs  of  treatment 
plant  processes  and  facilities. 

2.  Coordinates  physical  plant  changes  and  alterations  with  superiors 
and  other  city  departments;  collaborates  with  such  departments  on 
technical  engineering,  maintenance,  chemical  processes  and  related  matters. 

3.  Coordinates  changes  in  plant  operations  during  emergency 
conditions  affecting  sewage  flow  and  treatment. 

h-  Directs  the  preparation  of  plant  budgets  and  operations  records 
and  reports. 

$.  Serves  as  technical  advisor  to  other  city  departments  on  sewage 
treatment  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical,  chemical  or  sanitary  engineering. 

Requires  eight  years  of  progressively  responsible  engineering 
experience  in  connection  with  the  operation,  maintenance  and  repair  of 
large  mechanical  plants  or  similar  installations,  including  four  years  of 
responsible  supervisory  and  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge3  Abilities  and  Skills:   Requires  comprehensive  knowledge  of: 
the  entire  sewage  collection  and  treatment  system  and  the  mechanical  and 
chemical  treatment  of  sewage;  modern  engineering  techniques  and  methods 
applicable  to  sewage  treatment  and  related  plants  and  facilities;  modern 
management  methods;  all  laws  pertaining  to  the  collection  and  treatment 
of  sewage. 


CLASS  TITLE:   SEWAGE  TREATMENT  PLANTS  CODE:   $13k 

GENERAL  SUPERINTENDENT  (Continued) 

Requires  considerable  ability  to:  plan,  direct  and  coordinate  the 
activities  of  all  sewage  treatment  plants  and  personnel]  deal 
effectively  and  courteously  with  departmental  officials,,  representatives 
of  outside  organizations  and  the  general  public;  requires  administrative 
ability. 

Requires  considerable  skill  in  the  application  of  engineering 
techniques  and  methods  to  technical  plant  operations  and  processing 
problems. 

PROMOTIVE  LINES: 

To:   Superintendent,  Bureau  of  Sewer  Repair  and  Sewer  Treatment 

From:   Superintendent,  Sewage  Treatment  Plant 


CLASS  TITLE:   KETCH  HETCHY  PROJECT  ENGINEER  OF  OPERATIONS    CODE:   5138 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  general  adminis- 
tration and  supervision  of  the  operations  division  of  the  Hetch  Hetchy 
project  organization;  coordinates  the  work  of  the  office,  field  and 
shops  operations;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  enforcing  all 
applicable  policies,  methods  and  procedures;  all  forms  of  physical  assets 
through  the  efficient  and  economical  management  of  the  organization;  making 
personal  contacts  with  subordinate,  administrative  and  supervisory  employees 
and  representatives  of  outside  agencies  in  interpreting  policies,  methods 
and  procedures;  the  preparation  and  review  of  records  and  reports  affecting 
all  technical,  operational  and  maintenance  matters.  Nature  of  work  involves 
some  physical  effort  when  inspecting  and  checking  field  and  construction 
operations,  with  occasional  exposure  to  accident  and  injury  hazards  and 
somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  all  activities  and  personnel  con- 
cerned with  general  administration,  aqueduct  and  power  system  operations, 
electrical,  mechanical  and  general  maintenance;  consults  and  confers  with 
supervisors  daily  in  delegating  responsibility  and  assigning  work  projects. 

2.  Reports  to  and  confers  daily  with  the  Hetch  Hetchy  project 
manager,  or  members  of  his  staff,  on  matters  pertaining  to  overall  poli- 
cies, maintenance  and  operation  projects,  water  control  and  related  prob- 
lems. 

3.  Conducts  general  field  inspections  and  investigations  of  all  con- 
struction projects  and  maintenance  work  as  well  as  the  operation  of  all 
shops  and  facilities;  makes  necessary  reports,  as  required  or  requested. 

k.      Prepares  annual  budgetary  requests,  together  with  supporting 
information;  subsequently  exercises  control  of  expenditures  within  limits 
of  authorized  appropriations. 

5.  Reviews  all  payrolls,  purchase  orders,  material  received  reports, 
accounts  and  inventories;  reviews  all  personnel  transactions  pertaining  to 
employment,  housing,  leaves  of  absence  and  other  related  matters;  confers 
closely  with  outside  agencies  including  federal,  state,  county  and  local 
jurisdictions  and  irrigation  districts;  meets  and  confers  with  various 
city  officials;  receives  and  confers  with  visitors  and  representatives  of 
outside  jurisdictions  and  organizations. 

6.  Investigates  need  for  various  construction,  reconstruction  and 
maintenance  projects;  recommends  preparation  of  related  plans  and  speci- 
fications; reviews  and  checks  completed  plans  and  specifications. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  universityj  with  a  baccalaureate  degree,  with  major  course  work  in  civil, 
electrical  or  mechanical  engineering. 

Requires  at  least  eight  years  of  experience  in  general  engineering 
and  heavy  construction  work  related  to  the  development,  operation  and 
maintenance  of  large  water  supply  or  hydroelectric  systems,  at  least  two 
years  of  which  shall  have  been  in  an  important  supervisory  capacity;  or 
an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   HETCH  HETGHI  PROJECT  ENGINEER  OF  OPERATIONS    CODE:   5138 
(continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
hydroelectric  power  generation  and  transmission  and  heavy  construction  of 
related  works  such  as  dams,  aqueducts,  tunnels,  water  supply  lines,  and 
other  appurtenant  buildings,  structures  and  facilities. 

Requires  considerable  demonstrated  supervisory  ability  to  plan,  or- 
ganize and  direct  a  number  of  different  subdivisions  within  the  organiza- 
tion. 

Requires  considerable  ability  and  skill  to  coordinate  the  various 
activities  and  promote  and  maintain  good  employee  and  public  relations 

NORMAL  LINES  OF  PROMOTION: 

To:  Hetch  Hetchy  Project  Manager 

Utilities  Engineering  Bureau  Assistant  Chief  Engineer 

From:  Electrical  Engineer 
Civil  Engineer 
Mechanical  Engineer 
Powerhouse  Superintendent 

Maintenance  and  Repair  Superintendent,  Hetch  Hetchy  Project 
Transmission  Lineman  General  Foreman 


CLASS  TITLE:  HETCH  HETCHY  PROJECT,  ASSISTANT  MANAGER       CODE:   5lUO 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  engineer  in  the 
organization,  administration  and  supervision  of  the  activities  and 
personnel  of  the  hetch  hetchy  project,  including  water  production  and 
transmission,  electric  power  generation,  transmission  and  disposal; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for  coordinating  and  executing  all 
policies  and  methods  effecting  the  entire  organization;  achieving 
widespread  economies  and/or  preventing  widespread  losses  through 
efficient  management  and  economical  operation  of  all  facilities; 
making  personal  contacts  with  subordinate,  administrative  and  super- 
visory personnel,  representatives  of  outside  organizations  and  groups 
involving  discussion,  explanation,  and  interpretation  of  policies, 
technical  features  and  requirements  of  large  and  important  operations; 
the  preparation  and  review  of  operating  reports,  records  and  statistics. 
Nature  of  duties  requires  normal  physical  effort  and  manual  dexterity 
with  little  or  no  accident  or  health  hazards  or  exposure  to  disagree- 
able elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  administering  the  functions  of  the  hetch  hetchy 
project,  including  water  production  and  transmission,  electric  power 
generation,  transmission  and  disposal  and  the  related  operations  and 
maintenance  activities  of  system  planning,  utility  services  to 
municipal  departments,  and  lighting  of  public  streets. 

2.  Assists  and  participates  in  general  administrative  activities, 
including  personnel  recruitment,  assignment  and  discipline,  budgetary 
preparation  and  subsequent  fiscal  control,  project  planning,  coordina- 
tion and  procurement  procedures,  as  well  as  all  phases  of  contract 
administration. 

3.  Directs  and  participates  in  the  preparation  of  monthly  and 
annual  reports  of  all  project  activities  to  the  public' utilities 
commission;  also,  miscellaneous  matters  such  as  conference  memoranda, 
directives  to  personnel,  public  utilities  commission  resolutions, 
various  engineering  and  technical  reports,  as  required. 

h.     Assists  in  coordination  of  operations  and  activities  with 
other  divisions  of  the  hetch  hetchy  project,  utilities  engineering 
bureau,  water  department  and  other  agencies  pertaining  to  such  matters 
as  personnel,  procurement,  fiscal  matters,  scheduling,  technical, 
operating  and  maintenance  problems, 

5.  Assists  and  participates  in  planning,  proposed  expansion  of 
facilities  and  re-construction  and  replacement  projects,  power  disposal 
and  other  facilities. 

6.  Assists  and  participates  in  matters  pertaining  to  land  and 
water  rights,  registration,  damage  claims,  and  other  legal  matters. 


CLASS  TITLE;  HETCH  HETCHY  PROJECT,  ASSISTANT  MANAGER       CODE:   £lUO 
( continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
electrical  engineering. 

Requires  at  least  ten  years  of  experience  in  progressively  more  re- 
sponsible professional  engineering,  supervisory,  and  administrative 
capacities  in  water  supply,  hydroelectric  and  related  construction 
fields,  preferably  with  a  large  public " utility  organization,  of  which 
at  least  three  years  shall  have  been  in  a  responsible  administrative 
capacity,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  knowledge 
of  the  construction,  operation,  and  maintenance  of  large  and  important 
waterworks  and  electrical  power  generation  and  transmission  facilities; 
practical  knowledge  of  the  techniques  of  good  administration  and  organi- 
zation. 

Requires  considerable  skill  and  ability  to  supervise  effectively; 
establish  and  maintain  good  employee  and  public  relations. 

License:  Requires  state  registration  as  a  professional  electrical 
engineer. 

NORMAL  LINES  OF  PROMOTION: 

To:  General  Manager  and  Chief  Engineer 

From:  Senior  Electrical  Engineer 
Senior  Civil  Engineer 
Senior  Mechanical  Engineer 


CLASS  TITLE:   UTILITIES  ENGINEERING  BUREAU,  CODE:   5lU2 

ASSISTANT  CHIEF  ENGINEER 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  organization, 
administration  and  supervision  of  the  activities  and  personnel  of  the 
utilities  engineering  bureau,  including  engineering  and  design,  and  con- 
tract administration  as  concerned  -with  all  facilities  of  the  hetch  hetchy 
project,  international  airport  and  municipal  railway;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:  coordinating  and  executing  all 
policies  and  methods  affecting  the  entire  organization;  achieving  wide- 
spread economies  and/or  preventing  widespread  losses  through  efficient 
management  and  economical  design  of  construction  and  re-construction  pro- 
jects and  replacement  of  facilities  of  high  value;  making  personal  con- 
tacts with  subordinate  administrative,  supervisory  and  engineering  em- 
ployees, representatives  of  outside  organizations  and  groups  involving 
discussion,  explanation  and  interpretation  of  policies,  technical  fea- 
tures and  requirements  of  large  and  important  projects;  the  preparation 
and  review  of  engineering  designs,  plans,  estimates,  technical  reports 
and  records.   Nature  of  duties  requires  normal  physical  effort  and 
manual  dexterity  with  very  little  or  no  accident  or  health  hazards  or 
exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  overall  administration  and  operation  of  the 
bureau,  including  engineering,  planning,  surveys,  design,  specifications, 
contract  administration  and  related  inspections,  as  concerned  with  con- 
struction, reconstruction  and  replacement  of  facilities  for  the  hetch 
hetchy  project,  international  airport  and  municipal  railway. 

2.  Directs  and  participates  in  the  study  of  various  major  pro- 
jects and  the  preparation  of  subsequent  working  drawings,  specifications 
and  contracts;  also  the  processing  of  documents,  bids  analyses  and  super- 
vision of  subsequent  construction  inspection,  contract  modification  and 
contract  progress  payments. 

3.  Exercises  responsibility  for  recruitment,  employment,  assign- 
ment, and  supervision  of  all  employees;  reviews  periodic  evaluation  of 
individual  employee  performance;  may  counsel  with  individual  employees, 
as  necessary,  or  take  other  appropriate  action  to  improve  quality  and 
quantity  of  work  performance. 

k.     Directs  and  participates  in  the  preparation  of  annual  budget 
estimates,  including  programming  of  work  projects,  and  the  subsequent 
coordination  and  fiscal  control  within  the  limitation  of  budgetary  appro- 
priations. 

5.   Directs  and  participates  in  the  preparation  of  monthly  and 
annual  reports  to  the  public  utilities  commission;  also,  preparation  of 
conference  memoranda  and  directives  and  various  special,  technical  and 
engineering  reports. 


CLASS  TITLE:   UTILITIES  ENGINEERING  BUREAU  CODE:   £ll|2 

ASSISTANT  CHIEF  ENGINEER  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering. 

Requires  at  least  ten  years  of  experience,  in  progressively  more 
responsible  professional  engineering,  supervisory  and  administrative  capa- 
cities in  water  supply,  general  engineering,  and  construction  fields,  pre- 
ferably with  a  large  public  utility  organization,  of  which  at  least  three 
years  shall  have  been  in  a  responsible  administrative  capacity  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  theoretical 
and  working  knowledge  of  the  design  and  preparation  of  plans,  specifi- 
cations and  contract  administration  procedures  for  large  and  important 
waterworks,  engineering  and  construction  projects;  practical  knowledge 
of  the  techniques  of  good  administration  and  organization. 

Requires  considerable  skill  and  ability  to  supervise  effectively; 
establish  and  maintain  good  employee  and  public  relations. 

License:  Requires  state  registration  as  a  professional  civil 
engineer. 

NORMAL  LINES  OF  PROMOTION: 

To:  Hetch  Hetchy  Project  and  Utilities  Engineering  Bureau, 
General  Manager 

From:   Senior  Civil  Engineer 


CLASS  TITLE:   KETCH  HETCHY  PROJECT  AND  UTILITIES         CODE:  Sikh 
ENGINEERING  BUREAU,  GENERAL  MANAGER 
AND  CHIEF  ENGINEER 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  exercises  general  administra- 
tion and  supervision  of  all  functions  of  the  hetch  hetchy  project  and 
utilities  engineering  bureau,  including  water  supplies,  hydroelectric 
generation,  engineering,  design,  construction,  re-construction,  and 
maintenance  of  all  existing  facilities;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  coordinating,  approving  and 
executing  all  policies  and  methods  affecting  the  entire  organization; 
all  forms  of  physical  assets  through  efficient  and  economical  manage- 
ment; making  personal  contacts  to  establish  and  maintain  good  public 
relations,  frequently  involving  difficult  negotiations  and  interpre- 
tations of  policies]  rules  and  regulations,  and  difficult  internal 
situations  involving  dealing  with  persons  of  high  rank  and  professional, 
specialized  and  technical  standing;  directing  the  preparation  and  re- 
viewing and  approving  the  maintenance  of  records  and  reports  effecting 
all  technical,  operational,  maintenance,  and  administrative  functions. 
Managerial  nature  of  duties  requires  normal  physical  effort  and  manual 
dexterity  with  little  or  no  accident  or  health  hazards  or  exposure  to 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  administrative  and  executive  management  responsibility 
for  the  operation  of  the  hetch  hetchy  project,  including  hydroelectric 
generation  of  energy  to  supply  municipal  needs  and  for  sale  to  irriga- 
tion districts  and  industrial  consumers. 

2.  Through  subordinates,  exercises  control  of  operating  proper- 
ties, including  dams  and  appurtenant  impounding  and  regulating  reservoirs 
and  diversion  works;  also,  of  water  supply  tunnels  and  aqueduct  pipe 
lines,  power  houses,  transmission  lines  and  appurtenant  structures  and 
facilities. 

3.  Through  various  staff  and  subordinate  supervisory  personnel, 
directs  the  operation  and  maintenance  of  all  water  supply  and  power 
facilities;  directs  planning  for  the  future  development  of  the  system; 
directs  the  administration  of  land  and  water  rights,  water  legislation, 
damage  claims  and  other  related  matters;  directs  and  participates  in  the 
preparation  of  budgetary  needs  and  subsequent  fiscal  controls. 

k.      Exercises  administrative  and  executive  management  responsibility 
for  the  utilities  engineering  bureau,  including  engineering  work  for  the 
hetch  hetchy  project,  airport  department,  and  municipal  railway,  includ- 
ing, planning  and  supervision  of  new  construction,  re-construction  and 
maintenance  of  existing  facilities;  supervises  special  research  and  sur- 
veys, as  required. 

5.  Through  various  technical  staff  members,  directs  the  planning, 
engineering,  designing,  and  preparation  of  working  drawings  and  specifi- 
cations for  various  projects;  supervises  the  administration  of  contracts 
and  construction  operations,  including  fiscal  control  of  construction 
budgets  and  personnel 


CLASS  TITLE:   HETCH  HETCHI  PEDJECT  AND  UTILITIES         CODE:  $lkk 
ENGINEERING  BUREAU,  GENERAL  MANAGER 
AND  CHIEF  ENGINEER   (continued) 

6.  Exercises  administrative  and  executive  management  responsibility 
for  the  operation  of  the  bureau  of  light,  heat  and  power  engaged  in  pro- 
viding and  furnishing  utility  service  for  municipal  purposes,  including 
those  operations  necessary  for  providing  public  street  lighting. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree  with  major  course  work  in  civil 
or  mechanical  engineering. 

Requires  at  least  fifteen  years  of  experience  in  progressively  more 
responsible  engineering,  supervisory,  and  administrative  capacities  in 
the  water  supply  and  hydroelectric  generating  fields,  preferably  with  a 
very  large  public  waterworks  or  electric  utility  organization,  of  which 
at  least  five  years  shall  have  been  in  a  responsible  executive  or  man- 
agement capacity,  or  and  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough,  technical  and 
practical  working  knowledge  of  waterworks  administration  and  operation, 
including  hydroelectric  generation  and  transmission  and  development  of 
water  supplies  and  distribution  systems;  thorough  knowledge  of  the  tech- 
niques of  good  administrative  organization  and  executive  control. 

Requires  demonstrated  managerial  ability  to  establish  and  maintain 
good  employee  and  public  relations. 

License:  Requires  state  registration  as  a  professional  civil  or 
mechanical  engineer. 

NORMAL  LINES  OF  PROMOTION: 

To:  General  Manager  of  Public  Utilities 

From:  Utilities  Engineering  Bureau,  Assistant  Chief  Engineer 
Hetch  Hetchy  Project  Assistant  Manager 


CLASS  TITLE:   WATER  SUPPLY  SUPERINTENDENT,  CODE:   5lU8 

FIRE  DEPARTMENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  responsible 
professional  mechanical  engineering  work  in  the  direction  of  operations, 
maintenance  and  repair  of  the  water  supply  system  of  the  fire  department; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  the  execution  of  policy  as  broadly  defined 
by  superiors;  the  determination  and  selection  of  engineering  methods  and 
techniques  used  in  the  operation  and  maintenance  of  the  water  supply  systems; 
establishing  and  maintaining  effective  working  relationships  with  the 
personnel  of  other  city  departments;  reporting  on  research  projects  and 
making  other  required  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assumes  full  responsibility  for  the  operation, 
maintenance,  alteration  and  repair  of  the  auxiliary  water  supply  system 
and  independent  high  pressure  system  and  facilities  used  solely  for  fire 
fighting  purposes. 

2.  Represents  the  fire  department  in  coordinating  maintenance, 
repair  and  alteration  activities  with  other  city  departments;  conducts 
inspections  and  accepts  tests  on  such  projects;  performs  research  and 
plans  for  the  extension  or  alteration  of  the  high  pressure  water  supply 
system;  maintains  public  relations  with  representatives  of  private  industry, 
property  owners  and  the  personnel  of  other  city  departments. 

3.  Writes  contract  specifications  for  new  equipment  and  apparatus; 
designs  special  equipment  and  makes  cost  estimates;  prepares  annual  budget 
estimates  for  maintenance,  repairs  and  capital  improvements  to  buildings, 
and  other  facilities  of  the  high  pressure  water  supply  system;  prepares 
and  submits  various  reports  as  required;  is  responsible  for  the  care, 
utilization,  maintenance  and  replacement  of  motor  vehicles,  tools  and 
other  equipment  used  in  the  bureau  of  engineering  of  the  fire  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical  engineering, 

Requires  six  years  of  progressively  responsible  experience  in  the 
design,  inspection,  construction  and  operation  of  mechanical  equipment 
and  facilities,  including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:  modern  mechanical  engineering  methods,  techniques  and  procedures;  design, 
construction  and  operation  of  mechanical  equipment  and  machinery,  particularly 
of  that  used  in  the  operation  of  a  high  pressure  water  supply  system;  laws 
and  ordinances  governing  the  construction,  operation  and  maintenance  of  a 
high  pressure  water  supply  system  and  of  the  rules  and  regulations  of  the 
fire  department. 


CLASS  TITLE:   WATER  SUPPLY  SUPERINTENDENT,  CODE:   5lii8 

FIRE  DEPARTMENT  (Continued) 

Requires  considerable  ability  to:  perforin  responsible  investigative 
and  inspectional  work  and  to  prepare  correspondence  and  accurate  reports 
thereon. 

Requires  considerable  skill  in  the  application  of  mechanical 
engineering  principles  and  practices  to  practical  field  and  office  design 
and  construction  problems. 

License:   Requires  registration  as  a  professional  engineer  in  the 
State  of  California. 

PROMOTIVE  LINES: 

To:   Senior  Mechanical  Engineer 

From:   Associate  Mechanical  Engineer 


CLASS  TITLE:   ALAMEDA  DIVISION  ASSISTANT  MANAGER  CODE:   51^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  organizing,  administering  and  supervis- 
ing the  activities  in  the  alameda  division  of  the  water  department; 
assists  in  planning  and  directing  construction,  operation  and  maintenance 
of  reservoirs,  pumping  plants,  supply  and  distribution  lines;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  developing,  coordinating  and  executing 
policies,  methods,  procedures,  rules  and  regulations;  achieving  consider- 
able economies  and/or  preventing  considerable  losses  through  efficient 
supervision  and  enforcement  of  the  proper  use  and  handling  of  equipment, 
materials  and  supplies;  making  regular  contacts  with  subordinate 
supervisors,  employees,  the  general  public,  and  representatives  of  out- 
side organizations  for  furnishing  or  obtaining  information  or  explaining 
specialized  matters  dealing  with  procedures,  rules  and  regulations; 
gathering,  reviewing  and  approving  various  records  and  reports  affecting 
construction,  maintenance,  operational,  commercial,  and  administrative 
activities.  Supervisory  nature  of  duties  involves  some  physical  effort 
in  conducting  field  investigations  and  inspections  of  construction  and 
maintenance  activities  involving  some  exposure  to  accident  and  health 
hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning,  organizing,  coordinating  and  supervising 
the  operation,  maintenance  and  non-contractural  construction  activities 
in  the  alameda  division  as  related  to  water  regulation,  water  quality 
control  operations,  pumping  stations  and  water  distribution. 

2.  Confers  with  private  individuals,  officials  of  political 
sub-divisions  and  districts  and  representatives  of  other  utilities 
regarding  execution  of  water  rights  agreements,  revocable  permits,  use 
of  rights-of-way  and  other  matters  and  problems  of  mutual  interest  and 
concern. 

3.  Supervises  the  control  of  data  and  preparation  of  reports  on 
hydrography  observations  and  measurements,  water  flow  and  control 
records  obtained  from  venturi  meters,  turbine  meters,  weirs,  stage 
recorders,  rain  gauges,  well  soundings  and  other  measuring  devices. 

h.      Cooperates  with  the  division  manager  regarding  the  prepara- 
tion of  budgetary  estimates  and  supporting  information,  inventory  con- 
trol matters,  and  accounting  requirements  and  procedures;  prepares 
related  information,  forms  and  documents  pertaining  to  material  re- 
quirements, personnel,  records,  and  timerolls;  makes  recommendations 
regarding  expenditures  of  funds  during  fiscal  year  to  control  funds 
within  authorized  budgetary  appropriations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  mechanical 
engineering. 


CLASS  TITLE:   ALAMEDA  DIVISION  ASSISTANT  MANAGER  CODE:   5l50 

(continued) 

Requires  at  least  five  years  of  experience  in  progressively  more 
responsible  duties  in  design,  construction,  operation  and  maintenance 
work  in  a  large  water  utility  organization,,  at  least  one  year  of  which 
shall  have  been  in  a  responsible  supervisory  capacity ;  or  in  lieu  of 
college  graduation,  requires  completion  of  high  school  supplemented  by 
at  least  nine  years  of  progressively  responsible  experience  in  opera- 
tion and  maintenance  work  in  a  major  water  utility,  including  at 
least  three  years  of  such  experience  in  the  alameda  divison,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
of:   the  water  supply  and  distribution  system;  organization,  policies, 
rules  and  regulations,  with  emphasis  on  the  facilities  within  the 
division. 

Requires:  initiative,  skill  and  supervisory  ability  to  assist  in 
organizing  and  planning  work  projects  and  carrying  same  through  to 
satisfactory  completion;  ability  to  establish  and  maintain  good  employee 
and  public  relations. 

PROMOTIVE  LINES: 

To:   Alameda  Division  Manager 

From:  Utility  General  Foreman 

Water  Maintenance  Superintendent 


CLASS  TITLE;   ALAMEDA  DIVISION  MANAGER  CODE:   £l£2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsible  charge  of  the 
organization,  administration  and  supervision  of  the  activities  in  the 
alameda  division  of  the  water  department,  including  the  construction, 
operation  and  maintenance  of  reservoirs,  pumping  plants  and  supply  and 
distribution  lines;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  policies,  methods,  procedures,  rules  and  regulations;  achieving 
major  economies  and/or  preventing  major  losses  through  efficient 
administration  and  enforcement  of  the  proper  use  and  handling  of  equipment, 
materials  and  supplies,  and  through  the  judicious  authorization  of 
expenditures;  making  personal  contacts  with  employees,  the  general  public, 
representatives  of  outside  organizations  and  groups,  involving  explanation 
and  interpretation  of  policies,  rules  and  regulations  and  maintenance  of 
good  public  relations;  directing  the  preparation,  maintenance,  review  and 
approval  of  various  records  and  reports  effecting  the  construction, 
maintenance,  operational  and  administrative  activities  of  the  division. 
Nature  of  managerial  duties  involves  some  physical  effort  when  conducting 
field  investigations  and  inspections  of  construction  and  maintenance 
activities  involving  some  exposure  to  accident  and  health  hazards  and 
somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  coordinates  and  directs  the  operation,  maintenance 
and  non-contractural  construction  activities  in  the  alameda  division  as 
related  to  dams,  tunnels,  aqueducts,  reservoirs,  filter  galleries,  well 
fields,  pumping  stations  and  distribution  system  lines. 

2.  Confers  with  management  regarding  policy  formulation  and  important 
divisional  requirements;  coordinates  the  administration  and  execution  of 
operating  policies,  rules  and  regulations  and  the  execution  of  water-rights 
agreements  and  related  matters  concerned  with  watershed  management. 

3.  Meets  and  confers  with  individuals,  representatives  of  civic  and 
service  organizations  and  representatives  of  other  utilities  and  governmental 
agencies  and  officials  in  connection  with  specific  matters  of  mutual 
interest  and  concern. 

k.        Prepares  reports  of  field  inspections  with  recommendations; 
prepares  annual  budget  estimates  and  supervises  control  of  subsequent 
expenditures;  prepares  work  programs  and  related  activity  reports. 

5.  Inspects  progress  of  field  operations;  establishes  proper  work 
standards;  supervises  related  shop  and  warehouse  facilities. 

6.  Directs  the  performance  of  commercial  and  accounting  procedures 
applicable  to  the  division,  including  the  maintenance  of  related  fiscal 
records  and  the  preparation  of  financial  statements  and  reports. 

7.  Directs  the  collection  of  data  and  preparation  of  reports  of  the 
completed  water  flow  and  control  records  obtained  from  various  measurements 
sources,  including  weirs,  flumes,  venturi  meters,  rain  gauges,  stream  stage 
observations,  well  soundings  and  other  measuring  devices. 


CLASS  TITLE;   ALAMEDA  DIVISION  MANAGER  (Continued)        CODE;    £l£2 
MINIMUM  QUALIFICATIONS; 

Training  and  Experience;   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
or  mechanical  engineering. 

Requires  at  least  eight  years  of  experience  in  progressively  more 
responsible  duties  in  design,  construction,  operation  and  maintenance  work 
in  a  large  water  utility  organization,  at  least  three  years  of  which  shall 
have  been  in  a  responsible  supervisory  capacity;  or 

In  lieu  of  college  graduation,  req  uires  completion  of  high  school 
supplemented  by  at  least  twelve  years  of  experience  in  operation  and 
maintenance  work  in  a  major  water  utility,  including  at  least  five  years 
of  such  experience  in  the  alameda  division;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  a  thorough  knowledge  of  the 
water  distribution  system,  organization,  policies,  rules  and  regulations  with 
special  emphasis  on  the  facilities  within  the  alameda  division. 

Requires  considerable;  initiative,  skill  and  supervisory  ability  to 
organize  and  plan  work  projects  and  carry  same  through  to  satisfactory 
completion;  establish  and  maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To;   City  Distribution  Division  Assistant  Manager 
Commercial  Division  Assistant  Manager 
Peninsula  Division  Manager 

From;   Alameda  Division  Assistant  Manager 


CLASS  TITLE:  PENINSULA  DIVISION  ASSISTANT  MANAGER  CODE:  $\$\\ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  organizing,  administering  and  supervis- 
ing the  activities  in  the  peninsula  division  of  the  water  department; 
assists  in  planning  and  supervising  construction,  operation  and  maintenance 
of  reservoirs,  pumping  plants,  supply  and  distribution  lines  and  consumer 
services;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinat- 
ing and  enforcing  policies,  methods,  procedures,  rules  and  regulations; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  efficient  supervision  and  enforcement  of  the  proper  use  and 
handling  of  equipment,  materials  and  supplies;  making  regular  contacts 
with  subordinates,  supervisors,  employees,  the  general  public,  and 
representatives  of  outside  organizations,  for  furnishing  or  obtaining 
information  or  explaining  specialized  matters  dealing  with  procedures, 
rules  and  regulations;  reviewing  and  approving  various  records  and 
reports  affecting  construction,  maintenance,  operational,  commercial 
and  administrative  activities  of  the  division.  Supervisory  nature  of 
duties  involves  some  physical  effort  when  conducting  field  investiga- 
tions and  inspections  of  construction  and  maintenance  activities  involving 
some  exposure  to  accident  and  health  hazards  and  somewhat  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  organization  and  administration  of  the  con- 
struction, operation  and  maintenance  activities  in  the  peninsula 
division,  including  reservoirs,  supply  and  transmission  mains,  canals, 
tunnels,  flumes,  pumping  plants  and  water  services;  also,  various 
related  structures  such  as,  forebays,  spillways,  dams,  valve  houses, 
venturi  meters  and  housings,  meter  pits,  trestles,  bridges,  roads, 
residences,  temples,  yard  buildings,  shops,  offices  and  miscellaneous 
structures. 

2.  Plans  and  supervises  the  shutting  down,  draining,  filling  and 
re-routing  of  the  flow  of  water  in  transmission  lines;  regulates  water 
flow  into  various  reservoirs  to  maintain  required  levels  in  order  to 
accommodate  consumer  demands. 

3.  Conducts  field  inspections  of  various  construction  and  maintenance 
jobs  including  dams,  reservoirs,  pipe  lines,  pump  stations,  watershed 
areas,  roads  and  rights-of-way. 

h.      Supervises  the  installation,  maintenance,  reading  and  removal  of 
all  meters  including  related  piping,  fittings  and  appurtenances. 

5.  Supervises  the  construction,  installation,  maintenance  and 
removal  of  telephone  lines  and  minor  electrical  work. 

6.  Supervises  the  treatment  of  all  lakes  and  reservoirs  to  control 
growths  of  obnoxious  vegetation. 

7.  Assists  in  supervising  and  personally  participates  in  various 
aspects  of  commercial  and  accounting  services,  meter  reading,  consumer 
billing,  and  other  procedures  including  the  processing  of  requisitions, 
purchase  orders,  timerolls  and  payrolls;  assists  in  the  preparation  of 
annual  budget  estimates  and  supporting  information;  subsequently  assists 
in  maintaining  expenditures  within  limits  of  appropriations;  assists  in 
preparing  and  supervising  various  periodic,  annual  and  special  reports 
_„  , — -;„„„  „v,„„^r,  „-p  +  v,~  rfiincinn  aHmi  m'  stration  and  ODerations. 


CLASS  TITLE:   PENINSULA  DIVISION  ASSISTANT  MANAGER         CODE:  SlSk 
(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  civil  or  mechanical  engineering. 

Requires  at  least  six  years  of  experience  in  progressively  more 
responsible  duties  in  design,  construction,  operation  and  maintenance 
work  in  a  large  water  utility  organization,  at  least  two  years  of  which 
shall  have  been  in  a  responsible  supervisory  capacity;  or 

In  lieu  of  college  graduation,  requires  completion  of  high  school 
supplemented  by  at  least  ten  years  of  experience  in  operation  and 
maintenance  work  in  a  major  water  utility,  including  at  least  four  years 
of  such  experience  in  the  peninsula  division;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of 
the  water  supply  and  distribution  system;  organization,  policies,  rules 
and  regulations,  with  emphasis  on  the  facilities  within  the  division. 

Requires:  initiative,  skill  and  supervisory  ability  to  assist  in 
organizing  and  planning  work  projects  and  carrying  same  through  to 
satisfactory  completion;  ability  to  establish  and  maintain  good  employee 
and  public  relations. 

PROMOTIVE  LINES: 

To:  Peninsula  Division  Manager 

From:  Utility  General  Foreman 

Water  Maintenance  Superintendent 


CLASS  TITLE:   PENINSULA  DIVISION  MANAGER  CODE:   5l£6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsible  charge  of  the  organiz- 
ation and  supervision  of  the  activities  in  the  peninsula  division  of  the 
water  department;  plans  and  directs  construction,  operation  and  mainten- 
ance of  reservoirs,  pumping  plants,  supply  and  distribution  lines  and 
consumer  services;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  policies,  methods,  procedures  and  established  rules  and  regula- 
tions; achieving  major  economies  and/or  preventing  major  losses  through 
efficient  administration  and  enforcement  of  tthe  proper  use  and  handling  of 
equipment,  materials  and  supplies  and  through  the  judicious  authorization 
of  expenditures;  making  personal  contacts  with  employees,  general  public, 
representatives  of  outside  organizations  and  groups  involving  explanation 
and  interpretation  of  policies,  rules  and  regulations;  directing  the 
preparation,  maintenance,  review  and  approval  of  various  records  and  reports 
affecting  construction,  maintenance,  operational  and  administrative  activities 
involving  some  exposure  to  accident  and  health  hazards  and  somewhat  disa- 
greeable elements. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  complete  responsible  charge  of  the  organization,  coordin- 
ation and  direction  of  construction,  operation  and  maintenance  activities 

in  the  peninsula  division,  including  reservoirs,  supply  and  transmission 
mains,  canals,  tunnels,  flumes,  pumping  plants  and  water  services;  also, 
various  related  structures  such  as,  forebays,  spillways,  dams,  valve  houses, 
venturi  meters  and  housings,  meter  pits,  testles,  bridges,  roads,  residences, 
yard  buildings,  shops,  of  ices  and  miscellaneous  structures. 

2.  Directs  erosion  control  of  watersheds,  including  propogation  of 
trees,  shrubbery  and  grasses,  the  construction  and  maintenance  of  roadways 
and  culverts,  the  stablization  of  slide  areas  and  creek  banks,  the  instal- 
lation of  check  dams;  also,  the  elimination  of  weeds  and  other  vegetation 
causing  obnoxious  taste,  odor  or  color  in  water. 

3.  Supervises  the  inspection,  of  aqueduct  system  condition  to  determine 
need  for  repair  and  replacement  projects  and  for  the  long  range  scheduling 
of  maintenance  work;  recommends  and  requests  preparation  of  designs,  plans 
and  specifications  for  reconstruction,  replacement,  additions  or  improve- 
ments of  facilities. 

k.  Supervises  regulation  of  water  flow  for  major  supply  sources  for 
transportation  to  peninsula  division  reservoirs  in  order  to  meet  consumer 
demands;  regulates  flow  of  water  from  division  reservoirs  to  city  distri- 
bution division;  maintains  proper  storage  levels  in  all  reservoirs. 

5.    Coordinates  local  division  business  activities  with  the  commercial 
division,  water  treatment  matters  with  the  purification  division,  engineer- 
ing problems  and  projects  with  the  engineering  division  in  order  to  assure 
development  and  maintenance  of  division  facilities  to  meet  increasing 
consumer  demands. 


CLASS  TITLE:   PENINSULA  DIVISION  MANAGER  (Continued)      CODE:    5l$6 

6.  Supervises  the  installation,  repair,  enlargement  or  removal  of 
water  services  and  meters  in  both  the  peninsula  and  alameda  divisions, 
including  all  valves  and  appurtenances  as  well  as  related  pumping  and 
electrical  work. 

7.  Supervises  commercial  and  accounting  services,  meter  reading  and 
consumer  billing;  supervises  other  office  procedures,  including  the 
processing  of  requisitions,  purchase  orders,  time  rolls  and  payrolls; 
prepares  annual  budget  estimates  and  supporting  information,  subsequently 
authorizes  and  approves  expenditues  within  limitations  of  appropriations; 
prepares  or  supervises  the  preparation  of  various  periodic  annual  and 
special  reports  on  various  phases  of  division  administration  and  operat- 
ions. 

8.  Establishes  and  maintains  good  public  relations;  cooperates  and 
coordinates  activities  with  municipal  and  public  jurisdictions  in  the 
suburban  areas. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
or  mechanical  engineering. 

Requires  at  least  eight  years  of  experience  in  progressively  responsi- 
ble duties  in  design,  construction,  operation  and  maintenance  work  in  a 
large  water  utility  organization,  at  least  three  years  of  which  shall 
have  been  in  a  responsible  supervisory  capacity;  or 

In  lieu  of  college  graduation,  requires  completion  of  high  school 
supplemented  by  at  least  twelve  years  of  experience  in  operation  and 
maintenance  work  in  a  major  water  utility,  including  at  least  five  years 
of  such  experience  in  the  peninsula  division:  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of 
the  water  distribution  system,  organization,  policies,  rules  and  regu- 
lations, with  special  emphasis  on  the  facilities  within  the  peninsula 
division. 

Requires  considerable  initiative,  skill  and  supervisory  ability  to 
organize  and  plan  work  projects  and  carry  same  through  to  satisfactory 
completion;  ability  to  establish  and  maintain  good  employee  and  public 
relations. 

PROMOTIVE  LINES: 

To:   City  Distribution  Division  Assistant  Manager 
City  Distribution  Division  Manager 
Commercial  Division  Assistant  Manager 

From:   Alameda  Division  Manager 

' nsula  Division  Assistant  Manager 


CLASS  TITLE:   CITY  DISTRIBUTION  DIVISION  ASSISTANT  MANAGER  CODE:   5158 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  organizing,  administering  and  supervis- 
ing the  activities  in  the  city  distribution  division  of  the  water  depart- 
ment; assists  in  planning  and  directing  construction,  operation  and 
maintenance  of  reservoirs,  pumping  plants,  distribution  system  and 
consumer  services;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  coordinating,  inter- 
preting and  enforcing  existing  policies,  methods,  procedures  and 
established  rules  and  regulations;  achieving  considerable  economies 
and/or  preventing  considerable  losses  through  efficient  administration 
and  enforcement  of  the  proper  use  and  handling  of  equipment,  materials 
and  supplies  and  through  the  judicious  authorizing  of  expenditures; 
making  regular  contacts  with  subordinate  supervisory  personnel,  persons 
in  other  departments,  the  general  public,  and  representatives  of  out- 
side organizations,  involving  explanation  and  interpretation  of  policies; 
rules  and  regulations  and  maintenance  of  good  public  relations;  the 
preparation,  maintenance,  review  and  approval  of  various  records  and 
reports  effecting  the  construction,  maintenance  and  operational  activities 
of  the  division.   Supervisory  nature  of  duties  involves  some  physical 
effort  when  conducting  field  investigations  and  inspections  of  con- 
struction and  maintenance  activities  involving  some  exposure  to  accident 
and  health  hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  exercising  responsible  charge  of  the  operation  and 
maintenance  of  reservoirs,  structures,  buildings,  pump  stations,  pipe 
lines  and  related  shops  and  yards  within  the  division;  assists  in 
interpreting  department  policies,  rules  and  regulations  and  directives 
to  subordinates. 

2.  Makes  periodic  field  investigations  to  check  contract  con- 
struction projects;  discusses  important  matters  with  inspectors  and 
contractors;  adjusts  differences  and  misunderstandings  regarding 
quantity  and  quality  of  workmanship,  progress  payments  and  other  matters 
and  problems;  interprets  requirements  of  plans  and  specifications. 

3.  Supervises  the  operations  of  the  distribution  division 
activities  at  the  bryant  street  yard,  including  office  personnel, 
inspectors,  supervisory  personnel  and  others. 

k.     Reviews  and  checks  plans  and  specifications  from  state  and 
city  authorities  involving  interests  of  the  division;  reviews  estimates 
and  subsequent  bids;  reviews  cost  data  reports. 

5.  Reviews  various  daily,  weekly  and  other  reports,  including 
inspectors'  daily  reports,  weekly  progress  report,  requests  for 
progress  and  final  payments  on  contract  projects;  reviews  work  order 
provisions,  daily  distribution  reservoir  reports,  daily  yard  work  sheet, 
service  and  meter  report,  and  other  records. 

6.  Attends  and  participates  in  various  staff  and  inter-department, 
meetings  regarding  matters  pertaining  to  traffic,  street  utilities, 
public  works,  housing  and  re-development,  as  well  as  staff  and  safety 
matters  and  problems. 


CLASS  TITLE:   CITY  DISTRIBUTION  DIVISION  ASSISTANT  MANAGER  CODE:   5l£8 
(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  year  college 
or  university  with  a  baccalaureate  degree,  with,  major  course  work  in 
civil  or  mechanical  engineering. 

Requires  at  least  eight  years  of  experience  in  progressively  more 
responsible  duties  in  design,  construction,  operation  and  maintenance 
work  in  a  large  water  utility  organization,  at  least  three  years  of 
which  shall  have  been  in  a  responsible  supervisory  capacity,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of  the  water  distribution  system,  organization,  policies,  rules  and  re- 
gulations with  emphasis  on  the  facilities  within  the  city  distribution 
division. 

Requires:  initiative,  skill  and  supervisory  ability  to  assist  in 
organizing  and  planning  work  projects  and  carrying  same  through  to 
satisfactory  completion;  ability  to  establish  and  maintain  good  employee 
and  public  relations. 

License:  Requires  state  registration  as  a  professional  civil  or 
mechanical  engineer. 

PROMOTIVE  LINES: 

To:  City  Distribution  Division  Manager 

From:  Peninsula  Division  Manager 
Alameda  Division  Manager 


CLASS  TITLE:   CITY  DISTRIBUTION  DIVISION  MANAGER         CODE:    5160 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsible  charge  of  the  organiz- 
ation, administration  and  supervision  of  all  activities  in  the  city 
distribution  division  of  the  water  department;  plans  and  directs  all 
construction,  operation  and  maintenance  of  reservoirs,  pumping  plants, 
distribution  system  and  consumer  services;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  policies,  methods,  procedures  and  established  rules  and  regulat- 
ions; achieving  major  economies  and/or  preventing  major  losses  through 
efficient  administration  and  enforcement  of  the  proper  use  of  handling 
equipment,  materials  and  supplies  and  through  the  judicious  authorization 
of  expenditures;  making  personal  contacts  with  employees,  the  general 
public,  representatives  of  outside  organizations  and  groups  involving 
explanation  and  interpretation  of  policies,  rules  and  regulations  and 
maintenance  of  good  public  relations;  directing  the  preparation,  mainten- 
ance, review  and  approval  of  various  records  and  reports  affecting  all  the 
construction,  maintenance,  operational  and  administrative  activities  of 
the  division.  Nature  of  managerial  duties  involves  some  physical  effort 
when  conducting  field  investigations  and  inspections  of  construction  and 
maintenance  activities  involving  some  exposure  to  accident  and  health 
hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  complete  responsible  charge  for  the  operation  and  main- 
tenance of  all  reservoirs,  structures,  buildings,  pump  stations,  pipe  lines 
and  related  shops  and  yards  within  the  division;  interprets  department 
policies,  rules,  regulations  and  directives  to  subordinates. 

2.  Exercises  responsible  charge  for  the  design  of  the  distribution 
system,  pipe  lines  for  both  new  construction  and  replacement  projects; 
directs  and  supervises  the  preparation  of  plans,  specifications  and  contracts; 
reviews  and  approves  all  completed  plans,  specifications  and  documents. 

3.  Directs  and  supervises  the  proper  installation  of  all  consumer 
services  and  meters  in  the  division  in  connection  with  new  installations  and 
renewals . 

k.        Reviews  daily  completed  work  sheets  of  various  crews  performing 
field  operations  before  information  is  entered  in  final  records. 

5.  Directs  and  participates  in  the  preparation  of  annual  budget 
requests  for  personal  and  non-personal  services  as  well  as  for  new  and 
replacement  equipment  items;  subsequently  assumes  responsibility  for  control 
of  expenditures  within  budgetary  appropriations;  approves  issuance  of 
requisitions  for  the  purchase  of  various  items. 

6.  Attends  and  participates  in  various  staff  meetings  and  conferences 
with  other  city  department  officials  in  connection  with  matters  which 
concern  the  proper  development  of  the  city  distribution  division. 


CLASS  TITLEs    CITY  DISTRIBUTION  CODE;    £l60 

DIVISION  MANAGER  (Continued) 

MINIMUM  QUALIFICATIONS; 

Training  and  Experiences   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  or  mechanical  engineering. 

Requires  at  least  ten  years  of  experience  in  progressively  more 
responsible  duties  in  design,  construction,  operation  and  maintenance  work 
in  a  large  water  utility  organization,  at  least  four  years  of  which  shall 
have  been  in  a  responsible  supervisory  capacity;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  the 
water  distribution  system,  organization  policies,  rules  and  regulations 
with  special  emphasis  on  the  facilities  within  the  city  distribution 
division. 

Requires  considerables  initiative,  skill  and  supervisory  ability  to 
organize  and  plan  work  projects  and  carry  same  through  to  satisfactory 
completion;  ability  to  establish  and  maintain  good  employee  and  public 
relations. 

License;   Requires  state  registration  as  a  professional  civil  or 
mechanical  engineer. 

PROMOTIVE  LINES: 

To;   Water  Department  Assistant  General  Manager  and  Chief  Engineer 

From:    City  Distribution  Divisions  Assistant  Manager 
Peninsula  Divisions  Manager 
Alameda  Divisions  Manager 


CLASS  TITLE:   WATER  PURIFICATION  DIVISION  MANAGER  CODE:   £l62 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsible  charge  for  the  proper 
administration  of  the  water  purification  division  of  the  water  department 
in  connection  with  the  construction,  maintenance,  and  operation  of  water 
purification  facilities  to  assure  the  continuing  high  quality  standards  of 
water  purity  for  domestic  consumption;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   coordinating  and  executing  estab- 
lished policies  and  methods  affecting  all  water  purification  operations; 
achieving  widespread  economies  and/or  preventing  widespread  losses  through 
making  important  recommendations  for  water  treatment  and  purification; 
making  regular  contacts  involving  meeting  and  dealing  with  persons  of  sub- 
stantially high  rank  and  making  explanations  and  interpretations  on  techni- 
cal and  specialized  matters  pertaining  to  water  treatment,  analyses  and 
purification;  the  preparation,  review  and  approval  of  highly  specialized 
technical  and  chemical  records  and  reports,  and  the  drawing  of  conclusions 
upon  which  important  decisions  are  made.  Managerial  nature  of  work  requires 
normal  physical  effort  and  manual  dexterity  with  occasional  exposure  to 
accident  or  injury  hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  directs  and  supervises  the  activities  of  the  division, 
including  field,  office  and  laboratory  personnel;  assigns  duties  to  engi- 
neering and  laboratory  sections;  interprets  department  policies,  rules  and 
regulations;  periodically  confers  with  section  heads  as  to  progress  on 
routine  and  research  projects. 

2.  Personally  conducts  sanitary  inspections  of  department  water 
supplies,  including  extensive  watershed  areas;  makes  inspections  of  chlori- 
nation,  flouridation  and  alum  feeding  equipment;  makes  special  investiga- 
tions of  complaints,  as  circumstances  require. 

3.  Prepares  annual  budget  estimates  and  supporting  information  for 
personal  and  non-personal  services  and  equipment;  subsequently  controls 
expenditures  within  limitations  of  budgetary  appropriations;  reviews  and 
approves  requisitions  for  materials,  supplies  and  equipment;  reviews  cash 
expenditures  for  local  purchases. 

k.     Attends  staff  meetings  with  administrative  officials,  various 
department  and  division  heads,  as  well  as  with  representatives  of  state 
agencies,  public  health  officials  and  representatives  of  educational  insti- 
tutions regarding  technical  matters  concerned  with  water  treatment  and 
purification. 

5.  Prepares  regular  periodic  and  special  reports  concerning  division 
activities  and  accomplishments. 

6.  Acts  as  liaison  with  local  and  state  civil  defense  officials  in 
regard  to  chemical,  bacteriological  and  nuclear  aspects  of  disaster  programs. 

7.  Lectures  to  classes  of  students  and  important  visitors  observing 
local  water  treatment  practices, 


CLASS  TITLEs  WATER  PURIFICATION  DIVISION  MANAGER  CODE?   £L62 

(continued) 

MINIMUM  QUALIFICATIONS? 

Training  and  Experience;   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry,  chemical  or  sanitary  engineering „ 

Requires  at  least  eight  years  of  experience  in'  various  phases  of  water 
purification  or  sanitary  engineering  work  as  applied  to  the  operation  of 
a  large  water  utility  organization,  three  years  of  which  shall  have  been 
in  a  responsible  supervisory  capacity;  or  an  equivalent  combination  cf 
training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  a  thorough,  theoretical 
and  practical  working  knowledge  of  the  water  supply  and  distribution  system 
as  concerned  with  the  production,  storage  and  distribution  of  water  for 
domestic  purposes. 

Requires  exercise  of  exceptional  initiative,  ingenuity  and  keen  judg- 
ment in  interpreting  analyses,  tests,  investigations  and  inspections  on 
specialized  professional  matters. 

License:   Requires:   state  registration  as  a  professional  engineer: 
a  grade  I  water  works  operator's  certificate  from  the  american  water  works 
association|  a  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  Water  Department  Assistant  General  Manager  and  Chief  Engineer 
City  Distribution  Division  Manager- 
Peninsula  Division  Manager 

From:  Associate  Watej  PurdJ  .cation  Engineer 

Senior  Water  Chemist 


CLASS  TITLE:  WATER  DEPARTMENT  ASSISTANT  GENERAL  CODE:   5l6U 

MANAGER  AND  CHIEF  ENGINEER 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  exercising  general 
administrative  and  supervision  of  all  functions  of  the  water  department, 
including  operation  and  maintenance  of  all  facilities,  construction  and 
improvement  projects,  water  sales  and  accounting,  and  other  activities ; 
assists  in  policy  determinations  and  coordination  of  activities  with  other 
departments  and  outside  agencies;  assists  in  promoting  public  information 
and  understanding  of  department  operations;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   coordinating  and  executing  all 
policies  and  methods  affecting  the  entire  organization;  all  forms  of 
physical  assets  through  assisting  in  the  efficient  and  economical 
management  of  the  entire  department;  making  personal  contacts  with 
subordinates,  administrative  and  supervisory  employees,  representatives 
of  outside  organizations  and  groups  involving  discussion,  explanation 
and  interpretation  of  policies,  rules  and  regulations;  the  preparation 
and  review  of  records  and  reports  effecting  all  technical,  operational, 
maintenance  and  administrative  functions.  Nature  of  duties  requires 
normal  physical  effort  and  manual  dexterity  with  very  little  or  no 
accident  or  health  hazards  or  exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  supervising  all  functions  of  the  department,  includ- 
ing operation  and  maintenance  of  all  facilities  such  as  shops,  warehouses 
and  fabrication  plants  as  well  as  engineering  and  designing,  construction 
and  improvement  projects,  real  estate  and  agricultural  activities,  water 
sales  and  accounting,  public  information  and  public  relations,  planning 
and  resource  studies,  personnel  and  safety  matters  and  purchasing  of 
equipment,  materials  and  supplies. 

2.  Assists  in  developing  work  programs  for  a  number  of  separate 
divisions  and  sections;  assigns  duties  and  delegates  responsibilities 
to  division  heads  and  other  supervisory  personnel. 

3.  Assists  in  developing  policies  for  improvement  of  services  in 
order  to  increase  efficiency  and  promote  economy  and  maintain  good 
public  relations  and  to  provide  for  future  orderly  growth  and  expansion 
of  the  department . 

h.     Maintains  close  contacts  with  all  federal  and  state  legislation 
relative  to  water  department;  patterns  and  develops  local  policies  as 
they  apply  to  water  supply  and  department  operations. 

5.  Directs  and  participates  in  the  preparation  of  annual  budget 
estimates,  including  all  anticipated  revenues  and  expenditures;  subse- 
quently exercises  responsibility  for  the  control  of  expenditures  to 
conform  with  budgetary  appropriations. 

6.  Assists  in  directing  the  engineering,  designing,  acquisition 
and  construction  of  all  extensions  and  improvements;  administers  land 
management,  leasing  and  agricultural  activities. 


CLASS  TITLE:  WATEE  DEPARTMENT  ASSISTANT  GENERAL  CODE:  $lQ\ 

MANAGER  AND  CHIEF  ENGINEER  (continued) 

7.  Directs  the  executing  of  established  policies  relative  to 
control  of  water  quality,  water  purification  and  water  shed  protection. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  or  mechanical  engineering. 

Requires  at  least  ten  years  of  experience  in  progressively  more 
responsible  engineering,  supervisory  and  administrative  duties  in  the 
water  supply  and  distribution  field,  preferably  with  a  very  large  public 
waterworks  organization,  of  which  at  least  three  years  shall  have  been  in 
a  responsible  administrative  capacity;  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  considerable  technical 
and  practical  working  knowledge  of:  waterworks  administration  and  oper- 
ation; the  development  of  water  supplies;  complete  distribution  system; 
the  techniques  of  sound  organization  and  administration. 

Requires  considerable  ability  to  manage  a  large  organization 
effectively;  establish  and  maintain  good  employee  and  public  relations. 

License:  Requires  state  registration  as  a  professional  civil  or 
mechanical  engineer. 

PROMOTIVE  LINES: 

To:  Water  Department  General  Manager  and  Chief  Engineer 

From:  City  Distribution  Division  Manager 
Peninsula  Division  Manager 
Water  Purification  Division  Manager 
Senior  Civil  Engineer 


CLASS  TITLE:   WATER  DEPARTMENT  GENERAL  MANAGER  AND         CODE:   £166 

CHIEF  ENGINEER 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  exercises  highly  responsible  ad- 
ministrative and  technical  supervision  of  all  functions  of  the  water 
department,  including  operation  and  maintenance  of  all  facilities,  con- 
struction and  improvement  projects,  water  sales  and  accounting  and  other 
activities;  supervises  planning  and  resource  studies  for  future  develop- 
ments; makes  policy  determinations  and  coordinates  activities  with  other 
departments  and  outside  agencies;  promotes  public  information  and  under- 
standing of  department  operations;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and  execut' 
ing  all  policies  and  methods  effecting  the  entire  organization;  all  forms 
of  physical  assets  through  efficient  and  economical  management  of  the  en- 
tire department;  making  personal  contacts  to  establish  and  maintain  good 
public  relations,  frequently  involving  difficult  negotiations  and  inter- 
pretations of  policies,  rules  and  regulations;  handling  difficult  internal 
situations  requiring  dealing  with  persons  of  high  rank  and  professional 
and  technical  standing;  directing  the  preparation,  and  reviewing  and  ap- 
proving records  and  report?  effecting  all  technical,  operational,  main- 
tenance and  administrative  functions. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  general  managerial  and  administrative  supervision  of 
all  functions  of  the  department,  including  operation  and  maintenance  of 
all  facilities,  shops,  warehouses  and  fabrication  plans,  as  well  as 
engineering  and  designing,  construction  and  improvement  projects,  real 
estate  and  agricultural  activities,  water  sales  and  accounting,  public 
information  and  public  relations,  planning  and  resource  studies,  personnel 
and  safety  matters,  and  purchasing  of  equipment,  materials  and  supplies. 

2.  Establishes  and  enforces  over-all  policies;  determines  intra- 
departmental  policies;  coordinates  depari&nent  activities  and  procedures 
with  other  departments  and  outside  agencies. 

3.  Directs  and  supervises  the  preparation  of  annual  budget  estimates; 
exercises  responsibility  in  the  control  of  revenues  and  expenditures;  di- 
rects the  preparation  of  all  regular  and  special  reports  of  the  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  or  mechanical  engineering. 

Requires  at  least  fifteen  years  of  experience  in  progressively  more 
responsible  engineering,  supervisory  and  administrative  capacities  in  the 
water  supply  and  distribution  field,  preferably  with  a  very  large  public 
waterworks  organization,  of  which  at  least  five  years  shall  have  been  in 
responsible  administrative  or  management  capacities;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   WATER  DEPARTMENT  GENERAL  MANAGER  CODE:   5166 

AND  CHIEF  ENGINEER  (continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  technical  and 
practical  working  knowledge  of:  waterworks  administration  and  operation; 
the  development  of  water  supplies;  the  complete  distribution  system;  the 
techniques  of  sound  organization  and  administration. 

Requires  major  ability  to:   manage  a  large  organization  effectively; 
establish  and  maintain  good  employee  and  public  relations. 

License:   Requires  state  registration  as  a  professional  civil  or 
mechanical  engineer. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion. 

From:  Water  Department  Assistant  General  Manager  and  Chief  Engineer 
Hetch  Hetchy  Project  Assistant  Manager 
Utilities  Engineering  Bureau  Assistant  Chief  Engineer 


CLASS  TITLE:    STREET  CLEANING  SUPERINTENDENT  CODE:   5170 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  acts  as  administrative  head  of  the 
bureau  of  street  cleaning;  directs,  through  subordinate  supervisory 
personnel,  all  street  cleaning,  planting  and  refuse  collection  ac- 
tivities; and  performs  related  duties  as  required. 

Requires  responsibility  for:   developing,  coordinating  and  execu- 
ting policies,  methods  and  procedures  related  to  all  activities 
and  services  of  the  street  cleaning  bureau;  making  responsible  contacts 
with  the  general  public  and  representatives  of  other  departments  on 
street  cleaning  and  clean-up  problems  and  activities  operations;  over- 
all supervisory  responsibility  for  the  preparation  and  maintenance 
of  bureau  activities  and  operational  records  and  reports;  exercises 
considerable  initiative  and  judgment  in  planning  all  street  cleaning 
activities  and  services. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  supervises  all  activities  involved  in  cleaning  city 
streets,  tunnels,  yard  areas  and  related  city-owned  properties; 
assigns  and  directs  the  inspection  and  review  of  all  street  cleaning 
activities;  initiates,  organizes  and  reviews  the  development  of  work 
programs  for  the  bureau  staff. 

2.  Develops,  interprets  and  enforces  rules,  regulations  and 
policies  affecting  all  street  cleaning  and  street  planting  activities; 
prepares  or  directs  the  preparation  of  correspondence  regarding  com- 
plaints, requests  or  inquiries  from  the  general  public  or  other  agen- 
cies relative  to  street  cleaning  activities;  prepares  or  supervises 
the  preparation  of  the  bureau's  annual  report  and  annual  budget; 
prepares  and  directs  the  preparation  of  street  cleaning  estimates  of 
cost  for  work  to  be  performed  for  ether  bureaus  or  departments. 

3.  Attends  meetings  of  neighborhood  organizations  and  other 
groups  regarding  matters  affecting  street  cleaning  and  related  activ- 
ities. 

h.      Supervises  requisitioning  of  all  materials,  supplies  and 
equipment  for  street  cleaning  services  and  activities,  including  special 
types  of  mechanical  equipment. 

5.  Consults  with  representatives  of  other  departments  in  other 
municipalities  regarding  mutual  problems. 

6.  Is  responsible  for  motorized  cleaning  equipment  being  properly 
maintained  and  replacements  ordered  when  necessary;  supervises  sched- 
uling of  repainting  of  automotive  vehicles  engaged  in  street  cleaning 
activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  street  cleaning  and  refuse  collection  work,  including 
four  years  of  responsible  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 


CUSS  TITLE:   STREET  CLEANING  SUPERINTENDENT  CODE:   5170 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  methods,  procedures,  tools  and  equipment  used  in  street 
cleaning  and  refuse  collection  work;  city  ordinances  and  departmental 
rules  and  regulations  governing  street  cleaning,  refuse  collection 
and  trash  disposal  work, 

Requires  ability  to:  plan,  assign,  supervise  and  inspect  the  work 
of  subordinates;  read  and  analyze  activities  and  operational  reports 
and  records  and  make  appropriate  evaluations  and  appraisals  and  draw 
conclusions  therefrom;  devise  new  work  methods  and  procedures  for 
sanitation  activities;  deal  courteously  and  effectively  with  general 
public  and  other  departmental  officials . 

Requires  considerable  skill  in  the  application  of  modern  manage- 
ment and  sanitation  techniques  to  practical  operational  problems. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Street  Cleaning  General  Foreman 


CLASS  TITLE:   STREET  REPAIR  SUPERINTENDENT  CODE:   5172 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  construction, 
maintenance  and  repair  of  all  city  streets,  sidewalks,  curbs  and  gutters; 
directs  the  maintenance  and  operations  of  all  city  movable  bridges;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  interpreting  and  coordinating 
methods  and  procedures  relative  to  the  construction,  maintenance  and  repair 
of  city  streets  and  sidewalks;  making  regular  contacts  with  other 
departmental  personnel,  the  general  public  and  outside  organizations  in 
connection  with  street  construction  and  maintenance  activities;  preparing, 
checking  and  reviewing  important  and  detailed  operating  reports  on  street 
construction  and  maintenance  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  all  operations  in  connection  with  the  maintenance, 
repair  and  improvement  of  city  streets,  gutters,  curbs,  retaining  walls 

and  other  pedestrian  and  vehicle  thoroughfares,  including  tunnels  and 
movable  bridges. 

2.  Investigates  complaints  and  requests  from  the  public  and  other 
departments  and  designates  appropriate  action  necessary  to  subordinate 
personnel;  confers  and  conducts  correspondence  with  city  officials  and 
outside  agencies  in  connection  with  street  maintenance,  repair  and 
improvements. 

3.  Coordinates  the  development  of  street  research  and  reconstruction 
programs  with  other  construction  projects. 

It.   Requisitions  or  approves  the  requisitioning  of  materials,  supplies 
and  equipment  including  the  preparation  of  specifications  for  such 
materials,  supplies  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  the  construction,  maintenance  and  repair  of  streets  and 
highways,  including  four  years  of  responsible  supervisory  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  asphalt  and  concrete  construction,  maintenance  and  repair  operations 
in  relation  to  streets,  sidewalks,  curbs  and  gutters;  materials,  tools 
and  equipment  utilized  in  such  construction  and  maintenance  work. 


CLASS  TITLE:   STREET  REPAIR  SUPERINTENDENT  (Continued)   CODE:   5172 

Requires  considerable  ability  to:  plan,  organize  and  direct  the  work 
of  subordinate  employees;  maintain  records  and  prepare  reports;  requires 
considerable  ability  to  establish  and  maintain  effective  working 
relationships  with  the  general  public  and  other  departmental  personnel, 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To: 

From:   Street  Repair  General  Foreman 


CLASS  TITLE:   ADMINISTRATIVE  ENGINEER  CODE:   5l7l+ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  responsible  technical 
and  administrative  engineering  work  in  connection  with  a  wide  variety  of 
engineering  projects  and  programs;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  carrying 
out:  existing  methods  and  procedures  relative  to  engineering  programs  and 
projects;  making  regular  contacts  with  other  departmental  personnel, 
outside  organizations  and  the  general  public  in  connection  with  the 
interpretation  and  explanation  of  engineering  programs  and  projects;  and 
preparing  a  wide  variety  of  detailed  technical  and  administrative  reports 
and  records  relating  to  engineering  projects  and  programs. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  analyzes  monthly  construction  reports  in  determining 
progress  payments. 

2.  Reviews  and  analyzes  requests  for  time  extention  on  construction 
and  makes  recommendations  thereon;  prepares  modifications  of  contracts. 

3.  Reviews  and  analyzes  change  orders  for  determining  nature  and 
validity  of  extra  work  costs  and  credits. 

k-       Reviews  final  construction  reports  in  determining  final  payment 
amounts. 

5".   Prepares  a  wide  variety  of  technical  and  administrative  reports 
on  engineering  projects,  proposed  legeslation  and  planning  affecting 
engineering  projects  and  programs. 

6.  Participates  in  the  preparation  of  departmental  budgets;  prepares 
budget  explanation  sheets  in  support  of  a  wide  variety  of  capital 
improvement  projects. 

7.  Assembles  data  and  information  and  prepares  draft  ammendments  to 
the  municipal  code;  prepares  draft  recommendations  for  state  legislation 
affecting  engineering  activities  and  projects. 

8.  Reviews  and  prepares  contract  change  orders. 

9.  Prepares  a  wide  range  of  correspondence  and  reports  relative  to 
complaints  and  requests  for  information  on  various  engineering  projects 
and  programs;  investigates  complaints  referred  by  city  officials  and 
outside  agencies  and  reports  on  findings  and  proposed  course  of  action  to 
resolve  such  complaints. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree  in  one  of  the  major  fields  of 
engineering. 

Requires  six  years  of  progressively  responsible  experience  in  the 
administrative j  design,  planning  and  construction  of  engineering  projects, 
including  two  years  of  responsible  supervisory  and  administrative 
experience;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   ADMINISTRATIVE  ENGINEER  (Continued)        CODE:   5171; 

Knowledge.  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
engineering  methods,  practices  and  procedures;  modern  management  techniques; 
municipal  engineering  programs  and  departmental  organization  and 
procedure, 

Requires  considerable  ability  to:  prepare  a  wide  variety  of  detailed 
and  complex  records,  reports  and  correspondence  in  connection  with 
engineering  projects  and  programs;  meet  and  consult  with  professional 
engineering  personnel,  the  general  public  and  outside  organizations 
relative  to  engineering  projects  and  similar  matters;  deal  effectively  and 
courteously  with  all  levels  of  management  and  the  general  public;  and 
evaluate  complex  problems  and  make  sound  recommendations  for  their  sollution. 

Requires  considerable  skill  in  the  application  of  administrative  and 
engineering  techniques  and  procedures  to  practical  operating  problems,, 

PROMOTIVE  LINES: 

To:   Senior  Civil  Engineer 

From:   Associate  Civil  Engineer 


CLASS  TITLE:   CHIEF  VALUATION  AND  RATE  ENGINEER         CODE:   5176 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and 
responsible  professional  engineering  and  administrative  work  in  connection 
with  the  valuation  of  public  utilities  for  taxation  condemnation  and  rate 
making  purposes;  may  plan,  assign  and  supervise  the  work  of  subordinate 
personnel  engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  assisting  in  originating,  developing 
and  coordinating  techniques  and  methods  relative  to  utility  valuation  and 
rate  setting  matters;  making  regular  important  contacts  with  city  and  other 
governmental  officials  and  responsible  members  of  outside  organizations  and 
the  general  public  in  connection  with  valuation  and  rate-making  activities; 
and  the  preparation  and  review  of  important  and  complex  technical  data, 
records  and  reports  relative  to  valuation  and  rate  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  prepares  valuations  of  public  utility 
corporations  for  condemnation,  taxation  or  rate-making  for  presentation 
before  the  public  utilities  commission  or  federal  courts » 

2.  Prepares  studies  and  reports  on  costs  of  public  utility  properties, 
railroads  and  bus  companies  for  rate-making  purposes;  studies  and  tests  the 
validity  of  utility  operating  and  maintenance  expenses,  depretiation 
practices,  working  capital  and  other  allowances  relative  to  determining  rates 
and  returns. 

3.  Consults  with  and  advises  the  city  attorney  and  his  staff  on 
problems  of  public  utilities  economic  operations,  engineering,  taxation  and 
franchises  and  regulatory  practices, 

k.       Represents  the  city  attorney's  office  at  technical  engineering 
conferences  with  the  public  utilities  commission  and  at  similar  hearings 
before  the  commission. 

5.  Prepares  technical  analyses  in  connection  with  the  negotiations 
of  and  letting  of  franchises  and  makes  recommendations  regarding  the  terms 
and  conditions  on  which  franchises  should  be  granted. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  one 
of  the  general  fields  of  engineering. 

Requires  eight  years  of  progressively  responsible  engineering 
experience  related  to  utility  valuation  and  rate  setting  activities,  including 
four  years  of  responsible  supervisory  and  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of: 
modern  engineering  practices  and  techniques,  particularly  as  applicable  to  the 
valuation,  rate  setting  and  related  aspects  of  public  utilities;  all  laws, 
ordinances  and  regulations  relating  to  public  utilities  operations,  valuations, 
rate-setting  and  franchises-letting;  and  regulatory  powers  and  practices  of  the 
public  utilities  commission. 


CLASS  TITLE:    CHIEF  VALUATION  AND  RATE  ENGINEER  (Continued) 

CODE:   5176 


Requires  considerable  ability  to:  prepare  detailed  and  complex 
studies  and  analyses  and  to  interpret  and  make  sound  recommendations  in 
connection  with  such  analyses;  consult  with  professional  engineering, 
legal  and  private  officials  on  valuation  and  rate-setting  problems; 
and  plan,  assign  and  direct  the  activities  of  subordinate  personnel. 

License:   Requires  registration  as  a  professional  engineer  in  the 
State  of  California. 

PROMOTIVE  LINES: 

To: 

From:   Original  Examination 


CLASS  TITLE:   CITY  TRAFFIC  ENGINEER  CODE:   £178 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  directing 
and  planning  administration  and  operation  of  the  bureau  of  traffic  engi- 
neering; plans,  assigns  and  directs  the  work  of  subordinate  professional 
and  sub-professional  personnel  engaged  in  such  activities ;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and  exe- 
cuting traffic  engineering  methods  and  policies;  making  regular  important 
contacts  with  professional  engineering  personnel,  public  officials, 
representatives  of  outside  business  organizations  and  contractors  in  con- 
nection with  traffic  engineering  matters;  requires  responsibility  for  over- 
all supervision  and  review  of  detailed  traffic  engineering  plans  and  tecni- 
cal  papers. 

EXAMPLES  OF  DUTIES: 

1.  Represents  the  city,  and  consults  with  governmental  officials, 
business  and  civic  organizations  in  connection  with  parking,  traffic  and 
transportation  problems. 

2.  Confers  and  consults  with  the  various  boards  and  committees 
responsible  for  the  development  of  traffic  engineering  planning,  and  makes 
recommendations  in  connection  with  such  plans. 

3.  Directs  and  reviews  a  wide  variety  of  traffic  studies  in  connection 
with  efficient  operation  and  movement  of  traffic  and  the  prevention  of 
traffic  accidents  on  city  streets  and  highways;  directs  the  preparation 

of  reports  relating  to  traffic  studies,  the  preparation  of  the  bureau 
budget  and  the  maintenance  of  all  records  and  reports  relating  to  traffic 
engineering  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering,  including  courses  in  traffic  engineering. 

Requires  eight  years  of  progressively  responsible  traffic  engineering 
experience  including  four  years  of  responsible  supervisory  and  administra- 
tive experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge  of: 
traffic  engineering  methods,  techniques  and  practices;  existing  laws, 
ordinances  and  regulations  pertaining  to  traffic  movement  and  the  construc- 
tion or  conversion  of  city  streets  or  highways. 

Requires  considerable  ability  to:  plan,  organize  and  direct  the  work 
of  professional  and  sub-professional  traffic  engineering  personnel;  speak 
and  write  effectively  and  to  deal  effectively  and  courteously  with  the 
general  public  and  professional  associates;  exercise  unusually  good  judg- 
ment in  evaluating  and  resolving  technical  problems. 


CLASS  TITLE:   CITY  TRAFFIC  ENGINEER  (continued)  CODE:   £178 

Requires  considerable  skill  in  the  application  of  modern  traffic 
methods  and  techniques  to  practical  field  and  office  problems. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:   Senior  City  Traffic  Engineer 


CLASS  TITLE:   ASSISTANT  CITY  ENGINEER  CODE:   5l80 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  overall  direc- 
tion of  the  bureau  of  engineering;  performs  highly  responsible  administra- 
tive and  professional  engineering  activities  in  connection  therewith;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  approving  engi- 
neering policy  and  methods  affecting  all  units  of  the  bureau  of  engineer- 
ing; maintaining  continuing  contacts  with  responsible  professional  engi- 
neering personnel  and  ranking  representatives  of  outside  agencies  and 
organizations  in  connection  with  the  explanation  of  engineering  policies, 
rules  and  regulations;  overall  responsibility  for  directing  the  prepara- 
tion, review  and  approval  of  major  engineering  plans  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  directing  the  planning,  organization  and  implementation 
of  all  public  work  design  and  construction  activities  assigned  to  the 
bureau  of  engineering;  assists  in  coordinating  engineering  functions  with 
those  of  other  city  departments,  state  and  federal  agencies  and  private 
industrial  organizations;  reviews  and  approves  plans,  contract  documents, 
reports  and  other  materials  related  to  public  work  engineering  activities. 

2.  Prepares  and  assists  in  directing  the  preparation  of  periodic 
financial  and  engineering  reports  in  the  preparation  of  annual  budget 
estimates,  the  handling  of  correspondence  and  related  administrative  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  one 
of  the  common  fields  of  engineering. 

Requires  twelve  years  of  progressively  responsible  engineering  experi- 
ence in  structural  designing,  estimating,  specifications  and  contract 
preparation,  including  six  years  of  responsible  administrative  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  municipal  engineering  and  public  works  construction  and  operation 
problems;  modern  engineering  techniques  and  methods  particularly  in  the 
field  of  engineering  design  and  construction  work;  modern  management 
methods  and  city  and  departmental  organization  and  procedures. 

Requires  considerable  ability  to:   plan  and  direct  the  activities  of 
a  large  engineering  organization;  meet  and  consult  with  professional  engi- 
neering personnel  and  public  and  private  officials  on  complex  engineering 
and  related  administrative  matters;  review,  analyze  and  exercise  good  judg- 
ment on  complex  engineering  and  administrative  matters. 

Requires  considerable  skill  in  the  application  of  modern  engineering 
and  management  methods  and  techniques  to  practical  operating  problems. 


CLASS  TITLE:   ASSISTANT  CITY  ENGINEER  (continued)  CODE:   5l80 

License:   Requires  registration  as  a  professional  engineer  in  the 
State  of  California. 

PROMOTIVE  LINES: 

To:   City  Engineer 

From:  Principal  Civil  Engineer 
Senior  Civil  Engineer 
Senior  Electrical  Engineer 
Senior  Mechanical  Engineer 
Senior  Traffic  Engineer 


CLASS  TITLE:   CITY  ENGINEER  CODE:   $182 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  the  overall 
direction  of  the  bureau  of  engineering;  performs  highly  responsible  admini- 
strative and  professional  engineering  work  in  connection  therewith;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  methods  and  procedures  relative  to  the  operation  of  all  units  of 
the  bureau;  making  regular  cimportant  contacts  with  other  departmental 
officials,  outside  organizations  and  agencies  in  connection  with  providing 
information  and  explanation  of  the  bureau's  policies,  rules  and  regula- 
tions relating  to  engineering  projects;  directing  the  preparation,  review 
and  approval  of  major  engineering  plans  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  all  engineering  activities  of  the 
bureau,  including  future  work  programs;  reviews  contract  plans,  specifi- 
cations, change  orders  and  payments;  approves  contract  plans  and  speci- 
fications, capital  improvement  programs  and  the  budget. 

2.  Prepares  reports  for  management  on  the  probable  effects  upon 
the  city  of  various  projects  and  programs  proposed  by  local,  regional 
and  federal  agencies;  prepares  recommendations  on  public  improvements  and 
the  ways  and  means  of  financing  work  programs. 

3.  Confers  with  various  officials  and  the  public  relative  to  com- 
plaints involving  various  engineering  projects  and  provides  information 
on  current  and  proposed  projects  and  work  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
one  of  the  common  fields  of  engineering. 

Requires  fourteen  years  of  progressively  responsible  engineering 
experience  in  structural  design,  estimating,  specification  and  contract 
preparation,  including  eight  years  of  responsible  supervisory  and 
administrative  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   municipal  engineering  and  public  works  construction  and  operating 
problems;  modern  management  methods  and  city  organization  and  operations. 

Requires  unusual  ability  to:   plan  and  direct  the  activities  of  a 
large  engineering  organization;  meet  and  consult  with  professional  per- 
sonnel, public  and  private  officials  and  others  on  complex  engineering 
and  related  administrative  matters;  review,  analyze  and  exercise  good 
judgment  on  complex  engineering  and  administrative  problems. 


CLASS  TITLE:  CITY  ENGINEER  (Continued)  CODE:   $182 

License:  Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:  BUILDING  INSPECTION  ASSISTANT  CODE:   £l83 

SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS : 

Under  general  direction,  assists  in  the  enforcement  of  the  build- 
ing, housing,  plumbing  and  electrical  codes  and  other  ordinances  and 
state  laws  relating  to  building  construction  and  building  activities; 
assigns,  supervises  and  reviews  the  activities  of  subordinate  inspec- 
tional  personnel  and  office  employees;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting  and  enforcing  existing 
policies  and  procedures  as  they  relate  to  construction  and  building 
activities;  making  regular  responsible  contacts  with  other  departmental 
personnel,  contractors  and  private  officials  in  connection  with  the 
interpretation  and  application  of  building  codes,  laws  and  ordinances; 
preparing,  checking  and  reviewing  important  and  detailed  operational 
records  and  complex  engineering  plans  and  designs. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  directing  the  activities  of  personnel  engaged  in 
the  inspection  and  enforcement  of  building,  housing,  plumbing  and 
electrical  codes. 

2.  Analyzes  ana  reviews  information  and  makes  recommendations  on 
building  code  changes;  reviews  and  makes  recommendations  on  reports  and 
data  submitted  in  connection  with  requests  for  the  approval  of  new 
building  materials  and  new  methods  of  construction. 

3.  Participates  in  the  review  of  complex  engineering  plans  for 
conformance  with  building  code  requirements;  assists  in  directing  and 
reviewing  urban  renewal  and  spot  condemnation  activities  assigned  to 
the  bureau. 

h.      Confers  with  architects,  engineers,  contractors,  home  owners 
and  others  relative  to  complicated  construction  or  building  projects; 
assists  in  coordinating  inspection  activities  with  other  city  depart- 
ments and  agencies;  confers  and  corresponds  with  other  professional 
personnel  in  connection  with  building  code  interpretations  and  appli- 
cation. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  eight  years  of  progressively  responsible  experience  in 
structural  designing  and  stress  and  force  analyses  of  major  structures 
and  related  phases  of  civil  engineering,  including  four  years  of 
supervisory  and  administrative  experience;  or  an  equivalent  combination 
of  training  and  experience, 


CLASS  TITLE:   BUILDING  INSPECTION  ASSISTANT  CODE:   5183 

SUPERINTENDENT  (continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   civil  engineering  methods,  techniques  and  practices  and  the  strength 
and  uses  of  construction  materials  particularly  as  related  to  the 
enforcement  and  application  of  building  code  laws,  ordinances  and  regu- 
lations; the  legal  processes  and  considerations  involved  in  prosecuting 
violations  of  the  building  codes  and  ordinances. 

Requires  considerable  ability  to:   assist  in  the  planning  and 
direction  of  building  inspection  programs  and  the  formulation  and 
application  of  uniform  policies  and  standards  for  the  enforcement  of 
building  codes;  meet  and  consult  with  professional  personnel  and  private 
officials  on  building  code  problems;  establish  effective  working 
relationships  with  contractors,  architects  and  others  involved  in 
building  inspection  activities. 

License:  Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Building  Inspection  Superintendent 

From:   Civil  Engineer 


CLASS  TITLE:   BUILDING  INSPECTION  SUPERINTENDENT  CODE:   518U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  directing 
the  enforcement  of  existing  building  codes,  laws  and  ordinances  and  the 
spot  condemnation  and  urban  renewal  programs;  plans,  assigns  and  directs 
the  work  of  subordinate  personnel  engaged  in  these  activities;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   developing,  interpreting  and 
coordinating  policies  and  procedures  necessary  to  the  application  and 
interpretation  of  building  codes;  making  regular  important  contacts  with 
other  departmental  personnel,  professional  organizations,  private  officials 
and  civic  groups  in  providing  information  on  building  inspection,  urban 
renewal  and  spot  condemnation  programs  and  activities;  directing  the  pre- 
paration of  important  operational  reports  and  reviewing  and  approving  com- 
plex engineering  plans  and  designs. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  a  comprehensive  program  of  building 
inspection  necessary  to  the  enforcement  of  building  codes,  laws  and  ordi- 
nances, including  building,  housing,  plumbing  and  electrical  codes;  formu- 
lates and  directs  the  execution  of  policies  relating  to  the  building 
inspection  program  and  the  equitable  enforcement  of  related  legal  require- 
ments . 

2.  Directs  and  participates  in  the  review  and  revision  of  existing 
building  codes;  confers  with  architects,  engineers,  contractors  and  other 
professional  personnel  in  connection  with  building  code  application  to 
complicated  projects;  directs  the  coordination  of  building  inspection 
activities  with  similar  activities  in  other  city  '  apartments  and  assists 
in  resolving  conflicts  and  the  improvement  of  inspection  procedures. 

3.  Recommends  changes  in  legislation  with  regard  to  building  and 
housing  codes;  conducts  preliminary  hearings  with  contractors,  technical 
and  property  owner  groups  on  recommended  legislation;  appears  before  the 
board  of  supervisors  on  legislative  changes  in  the  codes. 

U.   Confers  and  corresponds  with  various  technical  and  professional 
personnel,  organizations  and  societies  regarding  engineering  design  and 
building  code  interpretations. 

5.  Personally  reviews  complex  engineering  plans  and  designs  in  cases 
when  such  plans  seriously  conflict  with  existing  building  codes  and  makes 
recommendations  for  resolving  such  problems. 

6.  Attends  and  speaks  before  a  variety  of  groups,  organizations  and 
associations  relative  to  the  spot  condemnation  and  urban  renewal  programs. 

7.  Approves  or  disapproves  the  use  of  new  building  construction 
materials  and  construction  methods  in  cases  not  specifically  covered  in 
the  building  codes;  may  approve  alternate  forms  of  construction. 


CLASS  TITLE;   BUILDING  INSPECTION  SUPERINTENDENT  CODE:   5l8U 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering. 

Requires  ten  years  of  progressively  responsible  experience  in  struc- 
tural designing  and  stress  and  force  analyses  of  major  building  construc- 
tion projects  and  related  phases  of  civil  engineering,  including  five  years 
of  responsible  administrative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skill.?:   Requires  comprehensive  knowledge  of: 
civil  engineering  methods,  techniques  and  practices,  and  the  strength, 
characteristics  and  uses  of  construction  materials,  particularly  as  related 
to  the  enforcement  and  application  of  the  building  codes;  the  legal  pro- 
cesses and  consideration  involved  in  prosecuting  violations  of  the  building 
codes. 

Requires  unusual  ability  to:  plan  and  direct  a  comprehensive  building 
inspection  program  and  formulate  and  apply  uniform  policy  and  standards 
for  the  enforcement  of  building  codes;  meet  and  consult  with  professional 
personnel  and  private  officials  on  building  code  problems;  establish  and 
maintain  effective  working  relationships  with  other  agency  officials, 
centre -.tors,  architects  and  others  in  connection  with  building  inspection 
activities. 

License:  Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   City  Engineer 

From:   Building  Inspection  Assistant  Superintendent 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  WORKS  CODE:  5l86 

(ADMINISTRATIVE) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  directing 
administrative  services  of  the  department  of  public  works  including 
accounting,  personnel  administration  and  budget  preparation;  plans, 
assigns  and  directs  the  activities  of  subordinate  personnel  engaged  in 
such  work;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  assisting  in  the  development  of 
overall  administrative  policies  and  methods  for  the  department  of  public 
works;  continuous  personal  contacts  with  employees,  department  officials 
and  outside  organizations  and  groups  in  connection  with  the  explanation 
and  interpretation  of  department  of  public  works  policies  and  procedures; 
supervising  the  preparation  and  maintenance  of  a  wide  variety  of  detailed 
and  important  operational  and  financial  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  preparation  of  the  annual  budget  and  supplementary 
budget  appropriations  for  the  department  and  prepares  policy  recom- 
mendations in  connection  therewith. 

2.  Represents  the  department  of  public  works  on  fiscal  matters  on 
an  inter  and  intra  departmental  basis. 

3.  Directs  the  preparation  of  project  statements  and  reports  in 
connection  with  the  expenditure  of  funds. 

1;.  Directs  the  departmental  personnel  program  and  assists  in  the 
establishment  of  departmental  personnel  policies  on  matters  not  covered 
by  civil  service  rules  and  instructs  bureau  heads  as  to  the  application 
and  interpretation  of  such  policies  and  procedures. 

5.  Meets,  consults  and  corresponds  with  the  general  public  and 
outside  organizations  and  representatives  in  connection  with  explaining 
policies,  procedures  and  responsibilities  with  the  department  of  public 
works. 

6.  May  conduct  hearings  on  street  improvements,  utility  underground 
districts,  house  movings  and  public  condemnation  of  structures,  when 
required. 

7.  Serves  as  department  secretary  in  connection  with  the  statutory 
requirements  for  notice,  publication  and  other  official  actions  of  the 
department. 

8.  Prepares  and  directs  the  preparation  of  departmental  adminis- 
trative policies  and  memoranda. 

°.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
business  or  public  administration,  including  courses  in  accounting, 
personnel  administration  and  statistics. 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  WORKS  CODE:   5l86 

(ADMINI STRATI VE)   (continued) 

Requires  eight  years  of  progressively  responsible  business  and 
office  experience,  including  four  years  of  responsible  supervisory  and 
administrative  experience;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles,  practices  and  techniques  of  modern  management;  the 
principles  of  public  end  personnel  administration  and  of  the  functions 
and  activities  of  the  city  government  especially  as  applied  to  the 
department  of  public  works:  the  legal  basis  for  public  works  programs; 
the  principles  of  effective  public  relations;  and  budget  preparation 
and  administration. 

Requires  considerable  ability  to:  assist  in  the  organization, 
direction  and  coordination  cf  the  administration  phases  of  a  large  and 
complex  organization;  analyze  administrative  problems  and  prepare  sound 
recommendations  on  methods  for  the  solution  of  such  problems;  evaluate 
the  effectiveness  of  adndni strati ve  personnel.  Requires  unusual  ability 
to  speak  and  write  effectively  and  to  deal  tactfully  with  city  officials, 
civic  organizations  and  other  outside  groups, 

PROACTIVE  LINES: 

To:  Executive  Assistant  to  the  Chief  Administrative  Officer 
Budget  Director 

From:  Assistant  Director  of  Public  Welfare  (Administrative) 
Business  Manager  -  Recreation  and  Park  Department 
Supervising  Accountant 
Senior  Departmental  Personnel  Officer 
Principal  Personnel  Analyst 
Senior  Administrative  Analyst 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  WORKS         CODE:   5l88 
(MAINTENANCE  AND  OPERATIONS) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  directing 
all  maintenance  and  operation  activities  of  the  department  of  public  works, 
including  sewer  repair  and  sewer  treatment,  street  repair,  building  main- 
tenance and  repair,  and  street  cleaning;  assigns  and  directs  the  activities 
of  subordinate  personnel  engaged  in  such  work;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
approving  methods  and  procedures  effecting  the  activities  of  a  large  and 
diversified  operating  unit;  continuous  contacts  with  responsible  city- 
officials  and  representatives  from  outside  organizations  and  groups  in 
connection  with  the  interpretation  of  departmental  policies,  rules  and 
regulations;  requires  overall  supervisory  responsibility  for  the  pre- 
paration and  maintenance  of  important  and  detailed  operational  and  main- 
tenance reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  subordinate  bureau  heads  and  other  city  officials 
relative  to  formulating  and  obtaining  adherence  to  administrative  poli- 
cies, technical  standards  and  procedures  for  effective  operation  of  public 
works  maintenance  and  operation  activities. 

2.  Reviews  work  programs  and  practices  relative  to  the  improvement 
of  methods  of  operations;  provides  technical  assistance  and  advice  to 
staff  members  on  administrative  and  departmental  methods  and  procedures. 

3.  Directs  the  preparation  of  and  reviews  the  operation  and  main- 
tenance portions  of  the  department  annual  reports  and  of  a  variety  of 
technical  operational  and  progress  reports  and  records. 

k*     Makes  periodical  field  checks  of  work  in  progress  to  assure 
conformance  with  established  standards,  procedures  and  instructions. 

5.  Reviews  project  and  operation  requests  and  prepares  recom- 
mendations regarding  same. 

6.  Appears  before  and  consults  with  public  and  private  groups  to 
facilitate  coordination  of  maintenance  and  operation  activities  with 
other  agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering. 

Requires  ten  years  of  progressively  responsible  engineering  exper- 
ience in  the  construction,  maintenance  and  operation  of  facilities  and 
structures  common  to  public  works  operations,  including  six  years  of  res- 
ponsible supervisory  and  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   engineering  practices  and  techniques,  particularly  as  they  relate 
to  public  works  projects;  engineering  program  development  and  adminis- 
tration; departmental  rules,  practices  and  regulations;  laws, c ordinances 


CLASS  TITLE:   ASSISTANT  DIRECTOR  OF  PUBLIC  WORKS         CODE:   5l88 
(MAINTENANCE  AND  OPERATIONS)   (continued) 

Requires  considerable  ability  to:  plan5  organize  and  direct  the 
activities  of  a  large  maintenance  and  operation  unit;  analyze  technical 
and  administrative  engineering  and  operational  problems  and  to  prepare 
and  recommend  sound  methods  of  solutions  to  such  problems;  speak  effec- 
tively before  individuals  and  civic  groups . 

License:  Requires  registration  as  a  professional  engineer  in  the 
State  ,iaf  California,  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   City  Engineer 

From:   Principal  Civil  Engineer 
Senior  Civil  Engineer 
Senior  Electrical  Engineer 
Senior  Mechanical  Engineer 


CLASS  TITLE:   DIRECTOR  OF  PUBLIC  WORKS  CODE:   5190 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  plans,  organizes  and  directs  the 
overall  city  and  county  public  works  program;  performs  highly  responsible 
administrative,  management  and  professional  engineering  work  in  connection 
therewith;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  apprdving,  and 
executing  policies  and  methods  affecting  all  major  units  of  the  public 
works  department;  making  highly  responsible  contacts  with  responsible 
public  and  private  officials  involving  a  wide  variety  of  administrative 
and  technical  matters  relating  to  public  works  operations;  directing  the 
preparation  of  and  approving  highly  complex  and  important  records  and 
reports  relating  to  the  overall  activities  of  the  department. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  coordinates  the  public  works 
program  involving  a  wide  variety  of  engineering,  architectural,  inspection, 
construction  and  maintenance  services  to  the  city  and  the  general  public; 
prepares  and  recommends  plans,  work  programs  and  policies  necessary  to 
carry  out  diversified  public  works  programs. 

2.  Confers  with  a  variety  of  officials  from  governmental  agencies 
and  industry  regarding  public  works  matters  of  mutual  interest;  directs 
the  preparation  and  administration  of  the  annual  budget  for  the  department 
and  relates  budget  requests  to  the  operational  needs  and  goals  of  the 

dep  artment . 

3.  Appears  before  a  variety  of  groups  and  organizations  to  present, 
discuss  and  provide  information  on  public  works  activities. 

k.     Directs  the  preparation  of  a  wide  variety  of  reports,  corres- 
pondence and  documents  related  to  the  activities  of  the  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  one 
of  the  common  fields  of  engineering. 

Requires  fifteen  years  of  progressively  responsible  professional 
engineering  experience,  including  at  least  ten  years  of  management  level 
administrative  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   modern  engineering  practices  and  techniques  particularly  as  they 
relate  to  highly  complex  and  diversified  public  works  programs;  engineer- 
ing and  public  works  program  development  and  administration;  departmental 
rules,  practices  and  regulations  and  the  laws  and  ordinances  applicable 
to  public  works  activities. 


CLASS  TITLE:  DIRECTOR  OF  PUBLIC  WORKS  (Continued)  CODE:   5190 

Requires  unusual  ability  to:  plan,  organize  and  direct  the  activities 
of  a  large  and  diversified  public  works  department;  analyze  technical  and 
administrative  problems  and  recommend  sound  methods  for  the  solution  of 
such  problems;  speak  effectively  and  convincingly  before  various  groups 
and  organizations. 

License:  Requires  registration  as  a  professional  engineer  in  the 
state  of  California, 

PROMOTIVE  LINES- 1 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   JUNIOR  CIVIL  ENGINEER  CODE;   5202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  civil  engineering  work 
in  the  field  and  office;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  standard  engineering 
methods  and  procedures;  making  routine  contacts  with  other  employees  and 
the  general  public  on  ordinary  engineering  matters;  gathering  and  maintaining 
ordinary  engineering  data  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Reduces  survey  notes,  plots  cross  sections  and  computes  quantities; 
makes  engineering  calculations  in  connection  with  field  and  office  work;  does 
simple  design  work,  drafts  working  plans  and  detailed  drawings  and  tracings. 

2.  Makes  or  revises  maps,  charts  and  diagrams. 

3.  Takes  samples  for  analysis  of  materials  used  for  construction 
projects. 

U.   Prepares  drafts  and  otherwise  assists  in  the  preparation  of  the 
progress,  construction  and  similar  reports  and  estimates, 

5.  Prepares  plans  and  specifications  for  minor  projects  or  certain 
elements  of  major  projects. 

6.  Makes  field  inspections  of  existing  structures  to  determine  extent 
of  damage  or  deterioration  as  an  aid  to  determining  present  adequacy  and  in 
estimating  future  requirements  of  such  structures. 

7.  Prepares  quantity  list  of  materials 

8.  Prepares  and  compiles  a  wide  variety  of  engineering  data  and 
information  relative  to  the  preparation  of  departmental  reports. 

9.  Computes  work  progress  for  partial  payments  to  contractors; 
calculates  cost  estimates  of  construction  contracts. 

10.  Computes  expected  flow  for  use  in  selected  sizes  of  water  sewer 
lines;  computes  water  surface  profiles. 

11.  Makes  routine  field  inspections  of  minor  projects  to  assure 
conformance  with  plans  and  specifications;  prepares  maps  in  connection  with 
land  acquisition  and  right-of-way  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or 
university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  the  fundamentals 
of  civil  engineering  survaying,  mathematics  and  the  ordinary  sorces  of  general 
engineering  information;  modern  construction  methods  and  the  strength  in  uses 
of  construction  materials. 

Requires  ability  to  prepare  ordinary  engineering  drawings,  plans,  maps, 
estimates  and  computations; 

Requires  skill  in  the  use  of  engineering  drafting  instruments. 

PROMOTIVE  LINES: 

To:   Assistant  Civil  Engineer 

Assistant  Building  Maintenance  and  Repair  Engineer 
From:   Original  Entrance  Examination 


CLASS  TITLE:   ASSISTANT  CIVIL  ENGINEER  CODE:   520U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  civil  engineering  work  of 
average  difficulty  in  the  field  and  office;  may  supervise  subordinate 
engineers  and  sub-professional  engineering  personnel  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
engineering  techniques  and  methods;  making  occasional  contacts  with  the 
general  public  and  other  departments  on  technical  engineering  problems; 
gathering,  preparing  and  reviewing  ordinary  engineering  data  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Prepares,  reviews  and  checks  ordinary  designs,  plans,  specifi- 
cations and  estimates  for  a  variety  of  construction,  conversion  repairs 
and  maintenance  projects;  examines  building  plans  to  assure  compliance 
with  building  codes. 

2.  Makes  cost  estimates  for  ordinary  construction  projects, 
relative  to  establishing  building  permit  fees. 

3.  Computes  dimensions  of  parcels  of  land  required  for  street 
openings,  widenings  and  vacations,  and  prepares  descriptions  of  such 
land. 

1±.  Makes  field  investigations  and  reviews  maps  and  plans  submitted 
by  utilities  and  other  companies  for  possible  conflicts  with  existing 
underground  installations  and  construction  projects. 

5.  Makes  hydraulic  studies  of  existing  and  future  sewer  and  water 
distribution  systems  in  determining  flow  patterns,  routes  and  sizes 
required. 

6.  Prepares  and  designs  drawings  and  sketches  and  makes  engineering 
calculations  for  construction  of  steel,  timber  and  concrete  piles;  designs 
alignments  of  streets  and  highways  and  makes  related  computations. 

7.  Checks,  reviews  and  makes  corrections  to  subdivision  maps, 
records  of  survey  maps  and  other  plats;  may  inspect  less  complex  projects 
for  conformance  with  plans  and  specifications. 

8.  Checks  shop  drawings  submitted  by  contractors  or  sub-contractors 
for  compliance  with  specifications. 

9.  May  supervise  and  direct  field  survey  parties  in  making  a 
variety  of  engineering  surveys. 

10.   Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  two  years  of  progressively  responsible  experience  in 
surveying,  structual  detailing,  drafting  or  inspection  of  construction 
and  engineering  projects;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   ASSISTANT  CIVIL  ENGINEER  (continued)         CODE:   5201; 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
theory  and  practices  of  civil  engineering  and  drawing,  construction  and 
survey;  strength,  properties  and  uses  of  construction  materials  and 
methods;  operation,  care  and  adjustment  of  drafting  and  surveying 
instruments. 

Requires  ability  to:  prepare  and  check  designs,  details,  estimates 
and  plans  and  specifications  of  engineering  projects;  some  supervisory 
ability. 

Requires  skill  in  the  use  of  survey  and  drawing  instruments  and 
the  application  of  the  engineering  theory  to  practical  field  and  office 
problems. 

PROMOTIVE  LINES: 

To:  Associate  Civil  Engineer 

Building  Maintenance  and  Repair  Engineer 

From:  Junior  Civil  Engineer 


CLASS  TITLE:   ASSOCIATE  CIVIL  ENGINEER  CODE:   £206 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  civil  engineering  work  in  the 
field  and  office;  supervises  subordinate  engineering  personnel  engaged  in 
such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  explaining  and  enforcing 
existing  engineering  construction,  design  and  inspection  methods  and 
procedures;  making  regular  contacts  with  the  general  public  and  other 
professional  engineering  personnel  relative  to  obtaining  and  providing 
technical  engineering  data  and  information;  preparing,  checking  and  review- 
ing detailed  and  complex  engineering  plans,  specifications  and  related  data. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  engineering  design, 
drawings,  specifications  and  estimates  affecting  a  wide  range  of  con- 
struction, maintenance  and  repair  projects. 

2.  Makes  difficult  engineering  calculations  in  connection  with  the 
structual  design  of  steel  reinforced  concrete  structures  and  prepares 
scale  layout  and  structual  detailed  drawings  for  reinforced  concrete  and 
timber  members  of  structures . 

3.  Computes  cost  estimates  and  material  requirements  for  a  wide 
variety  of  structual  and  engineering  projects, 

U.  Assists  in  the  preparation  of  complex  contract  documents. 

5.  Reviews  and  checks  structual  design  calculations,  contractors' 
shop  drawings  and  engineering  drawings;  prepares  estimates  for  payments  to 
contractors, 

6.  Conducts  correspondence  and  prepares  technical  and  engineering 
reports  in  connection  with  building  and  construction  projects. 

7.  Prepares  metes  and  bounds  distributions  and  supervises  the  prepar- 
ation of  supporting  maps  for  lease  documents;  compiles  a  wide  variety  of 
technical  data  relative  to  the  preparation  of  departmental  operating  and 
progress  reports. 

8.  Makes  preliminary  and  final  determinations  in  connection  with  all 
street  assessments  made  under  public  contract,  and  determines  the 
respective  assessed  amounts. 

9.  Makes  investigations  of  contractual  and  construction  problems 
that  may  arise  on  construction  projects. 

10.  Prepares  and  supervises  the  preparation  of  quantity  and  cost 
estimates;  checks  and  compiles  bids  on  street  improvement  projects  under 
public  proceedings  and  recommends  their  acceptance  or  rejection. 

11.  Prepares  and  supervises  the  preparation  of  maps,  descriptions 
and  conditions  in  connection  with  the  acquisition  of  lands  and 
rights -of -way . 

12.  Makes  research  studies  covering  water  production,  transmission, 
storage  and  consumption;  compiles  statistical  data;  makes  related 
computations;  maintains  various  records, 


CLASS  TITLE:   ASSOCIATE  CIVIL  ENGINEER   (Continued)         CODE:   £206 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  four  years  of  progressively  responsible  experience  in  civil 
engineering  designings  estimating,  specification  preparation  and  the 
inspection  of  construction  work,  including  one  year  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  theory  and  practices  of  civil  engineering,  designing,  con- 
struction and  inspection  procedures;  modern  construction  methods  and  the 
strengths  and  uses  of  construction  materials. 

Requires  considerable  ability  to:   originate  and  check  design  details, 
estimates,  engineering  plans  and  specifications;  meet  and  consult  with 
department  officials,  engineers  and  contractors  on  technical  engineering 
matters;  requires  supervisory  ability. 

Requires  considerable  skill  in  the  application  of  engineering  theory 
and  practices  to  practical  engineering  field  and  office  problems. 

License:  Requires  registration  as  professional  engineer  in  the  state 
of  California. 

PROMOTIVE  LINES: 

To:   Civil  Engineer 

From:  Assistant  Civil  Engineer 


CLASS  TITLE:   CIVIL  ENGINEER  CODE:   5208 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  responsible  pro- 
fessional civil  engineering  work  in  the  field  and  office;  supervises 
subordinate  professional  and  sub-professional  engineering  personnel  en- 
gaged in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  coordinating  exis- 
ting engineering  policies  and  methods  with  other  departments  and  con- 
tractors; making  regular  responsible  contacts  with  professional  engin- 
eering personnel  and  contractors;  preparing,  checking  and  reviewing  de- 
tailed and  complex  engineering  plans,  specifications  and  related  docu- 
ments. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  group  of  engineers  and  draftsmen  engaged  in  the 
preparations  of  preliminary  studies,  reports,  designs,  calculations, 
cost  estimates,  and  specifications  for  a  wide  variety  of  construction 
and  maintenance  projects. 

2.  Supervises  the  preparations  of  contract  documents,  including 
advertisement  for  bids,  instructions  to  bidders,  detailed  specifications 
and  contract  bonds. 

3.  Reviews  proposed  subdivision  and  re-subdivision  of  land  for 
conformance  with  existing  laws  and  ordinances;  reviews  complex  structur- 
al plans  and  specifications  for  conformance  with  the  building  code. 

k.      Makes  field  inspections  of  land  slides,  structural  failures 
and  complex  structural  problems,  and  prepares  recommendations  thereon. 

5.  Reviews  designs,  calculations,  drawings  and  cost  and  quantity 
estimates  in  contract  specifications  for  engineering  sufficiency  and 
accuracy. 

6.  Supervises  the  preparation  of  drawings,  maps,  plats  and  legal 
descriptions  in  connection  with  right-of-way  acquisitions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  civil  engineering. 

Requires  six  years  of  progressively  responsible  experience  in  en- 
gineering structural  design,  estimating,  specification  preparations, 
and  inspection  of  construction  projects,  including  two  years  of  res- 
ponsible supervisory  experience;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowiege,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  civil  engineering  methods,  practices,  procedures;  the  strengths  and 
uses  of  construction  materials  and  methods. 

Requires  considerable  ability  to:  check  and  evaluate  engineering 
plans,  designs  and  specifications;  meet  and  consult  with  professional 
engineers,  contractors  and  the  public  on  complex  engineering  matters; 
requires  ability  to:  write  professional  and  technical  engineering  re- 
ports; supervise  professional  and  technical  personnel. 

Requires  considerable  skill  in  the  application  of  engineering 
theory  and  practice  to  practical  field  and  office  engineering  problems. 


CLASS  TITLE:   CIVIL  ENGINEER  CODE:   £208 

License;  Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:    Senior  Civil  Engineer 

From:  Associate  Civil  Engineer 


CLASS  TITLE:   SENIOR  CIVIL  ENGINEER  CODE:   5210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  directs  the  activities  of  a  group  of  professional 
and  sub-professional  engineering  personnel  engaged  in  a  wide  variety  of 
engineering  projects;  performs  responsible  administrative  and  specialized 
engineering  work  in  connection  therewith;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  engineering  methods  and  policies  effecting  a  wide  range  of 
engineering  activities;  making  regular  important  contacts  with  profes- 
sional engineering  people  and  contractors  in  connection  with  complex  and 
difficult  engineering  matters;  over-all  supervision  and  review  of  detailed 
and  complex  engineering  plans,  specifications  and  technical  papers. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  the  design  and  preparation  of 
drawings,  specifications  and  estimates  in  connection  with  the  construc- 
tion and  maintenance  of  a  wide  variety  of  civil  engineering  projects. 

2.  Reviews  plans,  designs  and  other  engineering  data  for  confor- 
mance with  proper  procedures  and  policies  relating  to  engineering  problems. 

3.  Makes  field  trips  and  inspections  to  resolve  serious  differences 
of  opinion  between  engineers  and  contractors'  representatives,  particu- 
larly as  they  relate  to  design  matters. 

k.      Conducts  and  attends  conferences  and  meetings  in  connection  with 
the  planning  and  designing  of  improvement  and  construction  projects. 

5.  Prepares  and  supervises  the  preparation  of  a  variety  of  engi- 
neering data  and  reports  in  connection  with  future  planning  of  construc- 
tion and  development  projects. 

6.  Supervises  the  over-all  planning  for  water  resources  and  future 
construction  programs  to  satisfy  water  demands;  prepares  estimates  of 
future  revenue  and  expenditures  in  order  to  plan  for  further  expansion  of 
the  water  system;  prepares  related  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  eight  years  of  progressively  responsible  experience  in  struc- 
tural designing,  estimating,  specification  preparation,  contract  prepara- 
tion and  related  phases  of  civil  engineering,  including  four  years  of 
responsible  supervisory  and  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   modern  civil  engineering  methods,  techniques,  and  practices; ; the 
strength  and  uses  of  construction  materials;  engineering  features  of  design 
and  construction  problems. 


CLASS  TITLE:   SENIOR  CIVIL  ENGINEER  (continued)  CODE:   5210 

Requires  considerable  ability  to:   originate,  prepare  and  check 
designs,  details,  estimates,  plans  and  specifications  and  contract  docu- 
ments; meet  and  consult  with  professional  engineering  personnel  and  public 
and  private  officials  on  engineering  problems. 

Requires  a  high  degree  of  skill  in  the  application  of  modern  engi- 
neering methods  and  techniques  to  practical  engineering  problems. 

License:   Requires  registration  as  a  professional  civil  engineer  in 
the  state  of  California. 

PROMOTIVE  LINES: 

To:   Principal  Civil  Engineer 

Assistant  Director  of  Public  Works  (Maintenance  and  Operation) 
Assistant  City  Engineer 

I7^  ^„.   Civil  Engineer 


CLASS  TITLE:   PRINCIPAL  CIVIL  ENGINEER  CODE:   5212 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  assigns  and  directs  the  activities 
of  several  small  units  or  a  large  group  of  professional  and  sub-profes- 
sional civil  engineering  personnel  engaged  in  a  wide  variety  of  engineer- 
ing projects j  performs  highly  responsible  and  complex  engineering  and 
administrative  work  in  connection  therewith;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   coordinating  and  approving 
engineering  policy  and  methods  effecting  all  sub-units;  maintaining 
continuing  contacts  with  responsible  professional  engineering  personnal 
and  ranking  representatives  of  outside  agencies  and  organizations  in 
connection  with  the  explanation  and  interpretation  of  engineering  poli- 
cies, rules  and  regulations;  directing  the  preparation,  review  and 
approval  of  major  engineering  plans  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Directs  all  design  phases  of  a  wide  variety  of  engineering 
projects;  reviews  and  approves  plans,  specifications,  contract  documents 
and  related  data  for  such  projects;  advises  subordinate  personnel  on 
policy  and  procedural  matters  relating  to  major  work  programs. 

2.  Confers  with  operating  division  managers  on  engineering  phases 
and  operations  problems;  gives  advice  and  consultation;  directs  and  is 
responsible  for  execution  of  necessary  actions. 

3.  Confers  with  other  departments  and  agencies  relative  to 
engineering  projects  and  work  programs  to  assure  proper  coordination  of 
all  related  activities  and  responsibilities. 

U.   Prepares,  reviews  =.nd  approves  correspondence,  reports,  estimates 
and  other  material  related  to  work  programs  and  refers  same  for  final 
approval  of  superior. 

5.  Reviews  submitted  bids  and  makes  recommendations  as  to  award  of 
contracts;  reviews  requests  for  encroachments  on  water  shed  lands  and 
rights-of-way;  confers  with  public  agencies  and  others  on  regulations 
concerning  such  requests  and  recommends  courses  of  action  thereon. 

6.  Reviews  permits,  agreements,  deeds,  conditions  and  land  sales, 
and  ether  related  works  in  connection  with  land  management. 

7.  Makes  field  inspection  of  contractual  works  in  progress  and 
approves  partial  payments;  reviews  and  approves  contract  modifications 
and  final  payments  for  completed  contracts. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  ten  years  of  progressively  responsible  civil  engineering 
experience  in  structual  designing,  estimating,  specifications  and  contract 
preparation  and  land  management,  including  six  years  of  responsible 
supervisory  and  administrative  experience;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   ZONING  ADMINISTRATOR  (Continued)  CODE:   5112 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:  federal,  state  and  local  laws  and  ordinances  governing  and  relating 
to  city  planning  and  municipal  zoning  and  the  practices  and  principles  of 
municipal  zoning  administration;  the  principles  and  techniques  used  in 
preparing  maps,  property  descriptions  and  exhibits;  statistical  methods 
and  techniques  and  legal  principles  of  zoning  laws  and  court  decisions 
involving  zoning;  the  principles,  practices,  purposes,  scope  and  techniques 
of  various  phases  of  city  planning  and  the  preparation,  maintenance  and 
operation  of  a  comprehensive  master  plan  and  zoning  ordinance. 

Requires  considerable  ability  to:   conduct  public  hearings  involving 
complex  and  difficult  zoning  problems;  direct  zoning  investigations;  plan, 
organize  and  direct  the  work  of  subordinate  employees;  design,  analyze, 
write  and  edit  research  studies  and  survey  reports;  deal  courteously  and 
effectively  with  the  general  public,  government  officials,  professional 
and  technical  persons  and  employees;  coordinate  activities  of  the  zoning 
division  with  other  city  planning  activities  and  other  city  departments 
and  government  agencies, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Assistant  Zoning  Administrator 
Original  entrance  examination 


CLASS  TITLE:   BUILDING  PLANS  ENGINEER  CODE:   52lit 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  directs  the  activities  of 
professional  engineering  personnel  engaged  in  the  review  of  building 
construction  and  modification  plans  to  assure  structural  sufficiency  and 
conformance  with  building  codes  and  laws;  performs  highly  responsible 
structural  engineering  and  administrative  work  in  connection  therewith; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  methods  and  policies  relating  to  plan  checking  and  building 
code  enforcement  activities;  making  regular  important  contacts  with 
professional  engineering  personnel,  contractors,  legal  representatives 
and  property  owners  in  connection  with  building  construction  or  modifi- 
cation projects;  reviewing  and  supervising  the  review  of  detailed  and 
complex  engineering  plans,  specifications  and  related  technical  papers 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  checking  of  structural  plans  and  specifications 
prepared  by  engineers,  architects  and  designers  to  assure  structural 
safety  and  conformance  with  building  codes;  reviews  permits  for  altera- 
tion or  construction  of  buildings. 

2.  Confers  with  engineers,  architects  and  designers  in  connection 
with  preliminary  planning  or  solution  of  engine  'ing  problems  relating  to 
city  building  construction  requirements. 

3.  Interprets  building  code  requirements  relating  to  structural 
safety  of  buildings  and  the  usage  of  various  construction  materials; 
reviews  applications  for  material  substitutions  and  new  construction 
methods  and  makes  recommendations  thereon. 

k.      Makes  field  inspections  of  structural  failures,  complex  con- 
struction and  related  field  problems  and  makes  recommendation  to  resolve 
same. 

5.  Instructs  inspection  personnel  on  good  construction  practices, 
structural  details,  uses  of  materials  and  related  building  construction 
problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Require-  eight  years  of  progressively  responsible  engineering  exper- 
ience in  structural  designing,  building  construction  and  inspection  and 
related  phases  of  civil  engineering,  including  four  years  of  responsible 
supervisory  and  administrative  experience;  or  an  equivalent  combination 
of  tra \ning  and  experience. 


CLASS  TITLE:   BUILDING  PLANS  ENGINEER  (continued)  CODE:  5?lk 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   modern  building  engineering  methods,  techniques  and  practices;  the 
strength  and  uses  of  building  construction  materials;  engineering  fea- 
tures of  building  construction  problems. 

Requires  considerable  ability  to:   coordinate  the  design  and  prepara- 
tion of  building  construction  plans  with  the  review  of  such  plans  for 
conformance  with  existing  laws;  meet  and  consult  with  professional  engine- 
ering and  architectural  pei sonnel,  contractors  and  others  on  building 
construction  problems. 

Requires  unusual  skill  in  the  application  of  structural  engineering 
techniques  to  practical  building  construction  problems. 

License:   Requires  registration  as  a  registered  engineer  in  the  state 
of  California. 

PROMOTIVE  LINES: 

To:   Building  Inspection  Assistant  Superintendent 

From:   Civil  Engineer 


CLASS  TITLE:   CHIEF  SURVEYOR  CODE:   5216 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  planning  and  directing 
the  work  of  a  group  of  land  survey  parties;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  developing,  interpreting  and  coordi- 
nating surveying  policy  and  methods;  making  regular  contacts  with  the 
general  public,  other  departments,  contractors  and  outside  organizations 
relative  to  municipal  survey  practices  and  procedures;  over-all  super- 
vising responsibility  for  the  preparation  of  important  surveying  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  surveying  requirements  and  discusses  problems  and  plans 
for  completing  surveys. 

2.  Examines  areas  to  be  surveyed  and  assigns  appropriate  survey 
party. 

3.  Discusses  problems  and  suggests  methods  for  completing  various 
surveys;  checks  field  survey  work  in  process  and  advises  survey  party 
when  necessary. 

It.   Collects  and  reviews  completed  survey  notes. 

5.  Performs  surveying  operations  when  necessary  to  assist  parties 
in  difficult  situations;  reviews  difficult  field  problems  and  makes  rec- 
commendations  for  resolving  such  problems. 

6.  Assures  that  survey  parties  are  provided  with  supplies  and  equip- 
ment. 

7.  Supervises  the  maintenance  of  survey  records  and  the  preparation 
of  related  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  civil  engineering. 

Requires  six  years  of  progressively  responsible  experience  in  all 
phases  of  land  surveying,  including  two  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  all  phases  of  land  survey  work,  including  processing  of  survey  notes, 
application  of  survey  information,  and  methods  of  conducting  various 
types  of  surveys;  the  laws,  ordinances  and  regulations  pertaining  to 
land  surveying  in  the  city  and  the  State  of  California;  good  knowledge 
of  modern  office  management  techniques. 

Requires  considerable  ability  to:  perform  all  operations  of  a  land 
survey  party;  organize  and  direct  the  work  of  a  group  of  survey  parties 
in  field  and  office  operations;  deal  effectively  with  professional  sur- 
veying and  engineering  personnel,  contractors  and  outside  organizations 
in  connection  with  surveying  matters. 


CLASS  TITLE:   CHIEF  SURVEYOR  CODE:  5216 

License  or  Certificate  Requirements:  Requires  registration  as  a 
professional  engineering  and  licensing  as  a  land  surveyor  in  the  State 
of  California. 

PROMOTIVE  LINES: 

To:   Civil  Engineer 

From:   Assistant  Civil  Engineer 
Chief  of  Party 


CLASS  TITLE:   JUNIOR  WATER  PURIFICATION  ENGINEER  CODE:   5220 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  beginning  level  field  and  off- 
ice, water  purification  engineering  work;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  following  established  water  purifica- 
tion maintenance  and  operation  procedures  and  methods;  making  routine 
contacts  on  ordinary  engineering,  maintenance  and  operation  matters  with 
other  departmental  employees;  gathering  and  preparing  ordinary  plant 
operational  data  and  reports . 

EXAMPLES  OF  DUTIES: 

1.  Makes  regular  inspections,  adjustments  and  minor  repairs  of 
water  chlorination,  fluoridation  and  other  water  treatment  installa- 
tions and  equipment  to  assure  that  such  equipment  is  maintained  and 
operated  in  a  satisfactory  manner. 

2.  May  supervise  the  activities  of  various  craftsmen  in  mainten- 
ance and  repair  activities  of  water  purification  facilities. 

3.  May  design  simple  components  of  water  purification  equipment 
and  instruments. 

h-     Assists  in  the  installation  of  new  equipment;  sterilizes  new- 
ly installed  water  mains  and  reservoirs. 

5>.  Receives  customer  complaints  and  makes  visual  inspections  and 
water  analyses  in  order  to  ascertain  basis  for  complaints  and  proper 
corrective  action. 

6.  Prepares  daily  reports  and  records  of  chemicals  used  in  plant 
operations  and  equipment  maintenance  and  repair  work. 

7.  Conducts  experiments  relative  to  water  treatment  and  equip- 
ment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  mechanical,  sanitary  or  chemical  engineering;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:  the  theory 
and  practical  aspects  of  xrater  treatment,  chemistry  and  engineering  as 
it  relates  to  the  maintenance,  operation  and  repair  of  water  treatment 
plants;  the  fundamentals  of  mechanical  and  chemical  engineering  and  the 
ordinary  sources  of  general  engineering  information;  modern  engineering 
principles  and  practices,  particularly  as  they  relate  to  water  purifi- 
cation; construction,  maintenance  and  repair  methods,  particularly  as 
they  apply  to  the  mechanical  phases  of  water  purification  systems. 

Requires  ability  to  prepare  ordinary  equipment  designs,  drawings 
and  sketches. 

Requires  skill  in:  the  application  of  modern  engineering  princi- 
pals and  practices  to  water  purification  problems;  the  use  of  drawing 
instruments  and  materials. 


CLASS  TITLE:   JUNIOR  WATER  PURIFICATION  ENGINEER  CODE:  5220 

(continued) 

License:   Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor's license. 

PROMOTIVE  LINES: 

To:  Assistant  Water  Purification  Engineer 

From:   Original  Entrance  Examination 


CLASS  TITLE:   ASSISTANT  WATER  PURIFICATION  ENGINEER        CODE:   5222 
CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  performs  water  purification  engineering 
work  of  average  difficulty  in  the  field  and  office;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
water  purification  techniques,  methods  and  procedures;  occasional  con- 
tacts with  the  general  public  and  other  departmental  engineering  per- 
sonnel in  connection  with  water  purification  activities  and  problems; 
gathering  and  preparing  water  purification  operation  and  maintenance 
data  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  and  participates  in  the  operation,  maintenance  and 
repair  of  fluoridation,  chlorination  and  other  water  purification 
equipment  for  the  water  supply  system. 

2.  Prepares  preliminary  and  functional  design  drawings  for  new 
water  treatment  facilities  and  conversion  and  alteration  of  existing 
facilities . 

3.  Supervises  and  assists  in  the  installation  and  testing  of 
new  water  treatment  equipment. 

k.      Supervises  and  participates  in  the  sterilization  of  new  water 
mains  and  reservoirs. 

5.  Conducts  inspections  and  investigations  of  water  system  pipe 
lines,  tunnels,  reservoirs  and  watershed  properties  to  assure  that 
consumer's  water  supply  is  not  contaminated. 

6.  Conducts  experiments  relative  to  water  treatment  practices 
and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  mechanical,  sanitary  or  chemical  engineering. 

Requires  two  years  of  progressively  responsible  engineering  ex- 
perience in  the  operation,  maintenance,  repair  and  design  of  water 
purification  systems  and  facilities;  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
modern  engineering  principles  and  practices,  particularly  as  they 
relate  to  water  purification  systems;  construction,  operation, 
maintenance  and  repair  requirements  of  water  purification  systems. 


CLASS  TITLE:   ASSISTANT  WATER  PURIFICATION  ENGINEER        CODE:   5222 

(continued) 

Requires  ability  to:  investigate  and  evaluate  water  purification 
problems  and  prepare  clear  and  concise  reports  on  such  investigations; 
deal  effectively  with  other  engineering  personnel  on  technical  water 
purification  problems  and  practices. 

Requires  skill  in:  the  application  of  modern  engineering  princi- 
ples and  practices  to  practical  water  purification  and  maintenance 
problems;  the  use  of  drawing  instruments  and  materials. 

License:   Requires  possession  of:  a  valid  state  motor  vehicle 
operator's  license;  a  grade  III  water  treatment  plant  operator's 
certificate  from  the  american  water  works  association. 

PROMOTIVE  LINES: 

To:  Associate  Water  Purification  Engineer 

From:   Junior  Water  Purification  Engineer 


CLASS  TITLE:   ASSOCIATE  WATER  FJRIFICATION  ENGINEER        CODE:   522H 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  water  purification  engin- 
eering work  m  the  field  and  office;  supervises  subordinate  engineering 
and  drafting  personnel  engaged  in  such  work;  and  performs  related  du- 
ties as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
water  purification  maintenance  and  operation  policies  and  methods; 
making  regular  contacts  with  professional  and  sub-professional  engin- 
eering personnel,  other  departments  and  outside  organizations  in  con- 
tecfcion  with  water  purification  activities;  preparing,  checking  and 
reviewing  important  detailed  operational  maintenance  and  engineering 
records  and  reports.   Nature  of  work  requires  normal  physical  effort 
and  manual  dexterity  with  considerable  exposure  to  accident  or  injury 
hazards  from  chlorine  gas  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  operation,  maintenance  and 
repair  of  all  water  purification  equipment  and  facilities;  supervises 
and  participates  in  the  installation  of  new  water  purification  machin- 
ery and  equipment. 

2.  Instructs  subordinate  personnel  in  the  operation,  maintenance 
and  repair  procedures  of  water  purification  equipment. 

3.  Prepares  and  supervises  the  preparation  of  the  functional  de- 
sign and  calculations  for  new  water  facilities  and  the  alteration  and 
conversion  of  existing  facilities. 

h.     Maintains  records  and  prepares  reports  of  materials  and  chem- 
icals used  in  the  operation  of  water  purification  plants , 

5>.   Prepares  special  reports  on  inspections  of  pipe  lines,  tunnels, 
reservoirs,  and  watersheds. 

6.  Instructs  subordinates  in  the  use  of  gas  masks  and  oxygen  breath- 
ing equipment. 

7.  Plans  and  supervises  experiments  relative  to  water  treatment 
practices  and  equipment. 

8.  Assumes  the  duties  of  manager  during  his  absences. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
m  mechanical,  sanitary  or  chemical  engineering. 

Requires  four  years  of  progressively  responsible  experience  in 
the  design,  inspection,  operation,  maintenance  and  repair  of  water  puri- 
fication systems  and  equipment,  including  one  year  of  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  modern  engineering  methods  and  procedures,  particularly  as  they 
apply  to  water  purification  system  design,  maintenance  and  operation 
activities;  moderi-  construction  methods  and  procedures,  particularly 
as  they  relate  to  water  purification  systems. 


CLASS  TITLE:   ASSOCIATE  WATER  PURIFICATION  ENGINEER        CODE:  5221* 

(continued) 

Requires  ability  to:  originate,  prepare  and  review  designs,  es- 
timates and  specifications  for  water  purification  projects;  carry  out 
and  review  work  in  progress  for  accuracy  and  efficiency. 

Requires  considerable  skill  in  the  application  of  engineering 
methods  and  techniques  to  practical  water  purification  system  design, 
construction,  maintenance  and  operation  problems. 

License:   Requires:  registration  as  a  professional  engineer  in  the 
state  of  California;  possession  of  a  valid  state  motor  vehicle  operator's 
license;  a  grade  II  water  treatment  plant  operator's  certificate  from 
the  american  water  works  association. 

PROMOTIVE  LINES: 

To:  Water  Purification  Division  Manager 

From:   Assistant  Water  Purification  Engineer 


CLASS  TITLE:   ASSISTANT  TRAFFIC  ENGINEER  CODE:   £228 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  traffic  engineering  work  of 
average  difficulty  in  the  field  and  office;  may  supervise  subordinate 
sub-professional  traffic  engineering  personnel  in  connection  with  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
traffic  engineering  techniques  and  methods;  making  occasional  contacts 
with  the  general  public  and  other  departmental  personnel  on  technical 
traffic  engineering  problems;  gathering,  preparing  and  reviewing  traffic 
engineering  data  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  analyzes  field  data  and  results  of  office  research 

in  determining  corrective  measures  applicable  to  existing  traffic  problems; 
makes  field  studies  of  traffic  problems  in  connection  with  the  installation 
of  traffic  controls. 

2.  Prepares  designs  and  work  schedules  for  the  installation  of  new 
signal  systems  and  channelization  projects;  supervises  and  participates 
in  field  studies  and  collection  of  data  relative  to  traffic  movement  and 
the  characteristics  of  motorists  and  pedestrians. 

3.  Makes  field  inspections  of  street  projects  under  construction  to 
assure  contract  specifications  are  adhered  to;  prepares  and  reviews  traffic 
plans  for  future  developments  and  improvements. 

k.      Reviews  plans  prepared  by  other  departments  for  adequacy  of 
access  roads  and  related  traffic  problems;  assists  in  the  preparation  of 
reports  on  traffic  surveys. 

£.   Conducts  correspondence  in  connection  with  a  wide  variety  of 
traffic  engineering  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering,  including  courses  in  traffic  engineering. 

Requires  two  years  of  progressively  responsible  experience  in  traffic 
engineering  work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
theory  and  practices  of  traffic  engineering;  traffic  laws,  ordinances  and 
regulations  as  applied  to  traffic  engineering  problems. 

Requires  ability  to:   prepare  and  check  traffic  engineering  design 
and  drawings;  prepare  plans  and  specifications  for  traffic  engineering 
projects;  requires  some  supervisory  ability. 

Requires  skill  in:   the  application  of  traffic  engineering  theory  to 
practical  field  and  office  problems;  the  use  of  drafting  instruments  and 
supplies . 


CLASS  TITLE:   ASSISTANT  TRAFFIC  ENGINEER  (continued)       CODE:   £228 

PROMOTIVE  LINES: 

To:  Associate  Civil  Engineer 
Associate  Traffic  Engineer 

From:  Junior  Civil  Engineer 


CLASS  TITLE:   ASSOCIATE  TRAFFIC  ENGINEER  CODE:   £230 

CHARACTERISTICS  OF  THE  CUSS: 

Under  direction,  is  responsible  for  assisting  in  the  planning, 
administration  and  operation  of  the  division  of  traffic  engineering; 
performs  professional  research  and  traffic  engineering  work  in  con- 
nection therewith;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:  interpreting  and 
coordinating  existing  traffic  engineering  policies  and  methods  with 
other  departments  and  contractors;  making  regular  contacts  with 
representatives  of  outside  organizations,  professional  engineering 
personnel  and  contractors  on  traffic  engineering  matters;  preparing, 
checking  and  reviewing  detailed  and  complex  traffic  engineering  plans, 
specifications  and  related  documents. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  special  traffic  surveys  to  subordinates;  assigns  and 
reviews  special  studies  on  installation  of  street  signs,  determination 
of  one-way  streets,  street  crossing  areas  and  loading  zones;  determines 
and  assigns  location  for  traffic  checks  and  speed  studies;  makes  field 
investigations  prior  to  study  where  unusual  or  complicated  problems 
exist. 

2.  Investigates  and  supervises  the  investigation  of  complaints 
related  to  traffic  engineering  activities;  prepares  and  reviews  street 
parking  facility  designs,  plans  for  parking  meter  locations  and  street 
geometric  drawings. 

3.  Directs  the  preparation  of  survey  reports  and  the  maintenance 
of  records  relating  to  traffic  engineering  studies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  civil  engineering,  including  courses  in  traffic  engineering. 

Requires  six  years  of  progressively  responsible  experience  in  all 
phases  of  traffic  engineering,  including  two  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   modern  traffic  engineering  methods  and  techniques  and  their  appli- 
cation to  traffic  regulatory,  parking  and  control  device  problems. 

Requires  considerable  ability  to:  check  and  evaluate  traffic 
engineering  plans,  designs  and  specifications;  meet  and  consult  with 
professional  engineering  personnel,  contractors  and  the  general 
public  on  traffic  engineering  matters;  prepare  professional  and  tech- 
nical traffic  engineering  reports;  supervise  professional  and  techni- 
cal engineering  personnel. 

Requires  considerable  skill  in  the  application  of  traffic 
engineering  theory  and  practice  to  practical  field  and  office  prob- 
lems. 


CLASS  TITLE:   ASSOCIATE  TRAFFIC  ENGINEER  CODE:   5230 

(continued) 

License:   Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Senior  Traffic  Engineer 

From:  Assistant  Traffic  Engineer 


CLASS  TITLE:   SENIOR  TRAFFIC  ENGINEER  CODE:   5232 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for 
directing  and  planning  the  administration  and  operation  of  the  division 
of  traffic  engineering;  plans,  assigns  and  directs  the  work  of  subordi- 
nate professional  and  sub-professional  personnel  engaged  in  such 
activities;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  traffic  engineering  methods  and  policies;  making  regular 
important  contacts  with  professional  engineering  personnel,  public 
officials,  representatives  of  outside  business  organizations  and  con- 
tractors in  connection  with  traffic  engineering  matters;  requires 
responsibility  for  overall  supervision  and  review  of  detailed  traffic 
engineering  plans  and  technical  papers. 

EXAMPLES  OF  DUTIES: 

1.  Represents  the  city  and  consults  with  governmental  officials, 
business  and  civic  organizations  in  connection  with  parking,  traffic 
and  transportation  problems. 

2.  Confers  and  consults  with  the  various  boards  and  committees 
responsible  for  the  development  of  traffic  engineering  planning,  and 
makes  recommendations  in  connection  with  such  plans. 

3.  Directs  and  reviews  a  wide  variety  of  traffic  studies  in 
connection  with  efficient  operation  and  movement  of  trafiic  and  the 
prevention  of  traffic  accidents  on  city  streets  and  highways;  directs 
the  preparation  of  reports  relating  to  traffic  studies,  the  preparation 
of  the  bureau  budget  and  the  maintenance  of  all  records  and  reports 
relating  to  traffic  engineering  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  universitv,  with  a  baccalaureate  degree,  with  major  course  work 
in  civil  engineering,  including  courses  in  traffic  engineering. 

Requires  eight  years  of  progressively  responsible  traffic  engineer- 
ing experience,  including  four  years  of  responsible  supervisory  and 
administrative  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   traffic  engineering  methods,  techniques  and  practices;  existing 
laws,  ordinances  and  regulations  pertaining  to  traffic  movement  and  the 
construction  or  conversion  of  city  streets  or  highways. 

Requires  considerable  ability  to:  plan,  organize  and  direct  the 
work  of  professional  and  sub -professional  traffic  engineering  personnel; 
speak  and  write  effectively  and  deal  effectively  and  courteously  with 
the  general  public  and  professional  associates;  exercise  unusually  good 
judgment  in  evaluating  and  resolving  technical  problems. 


CLASS  TITLE:   SENIOR  TRAFFIC  ENGINEER   (continued)  CODE:   5232 

Requires  considerable  skill  in  the  application  of  modern  traffic 
methods  and  techniques  to  practical  field  and  office  problems. 

License:  Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Associate  Traffic  Engineer 


CLASS  TITLE:   JUNIOR  ELECTRICAL  ENGINEER  CODE:  523^ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  electrical  engineer- 
ing work  in  the  field  and  office;  and  performs  related  duties  as  re- 
quired. 

Requires  normal  responsibility  for  following  established  engin- 
eering methods  and  procedures;  making  routine  contacts  in  connection 
with  engineering  problems;  gathering,  preparing  and  maintaining  ordi- 
nary engineering  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  designs,  drawings  and  sketches  in  connection  with 
electrical  engineering  phases  of  various  construction  and  conversion 
projects. 

2.  Makes  preliminary  field  studies  and  investigations  of  proposed 
projects. 

3.  Designs  and  calculates  power  and  lighting  features  and  circuits. 
1*.  Makes  field  inspections  of  work  done  by  private  contractors 

for  conformance  with  plans  and  specifications;  checks  and  records  work 
progress  at  various  constructions  sites. 

3>.   Makes  cost  estimates  of  proposed  lighting  and  electrical  sys- 
tems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  electrical  engineering;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:  the  mod- 
ern procedures  and  practices  of  electrical  engineering;  modern  constru- 
ction methods  and  procedures,  particularly  as  applied  to  the  electrical 
phases  of  construction  projects. 

Requires  ability  to  prepare  ordinary  electrical  engineering  details, 
plans,  designs,  estimates  and  computations. 

Requires  skill  in  the  application  of  electrical  engineering  prac- 
tices and  procedures  to  practical  field  and  office  problems;  requires 
skill  in  the  use  of  drafting  instruments. 

PROMOTIVE  LINES: 

To:   Assistant  Electrical  Engineer 

From:   Original  Entrance  Examination 


i 


( 


CLASS  TITLE:   ASSISTANT  ELECTRICAL  ENGINEER  CODE:    £236 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  electrical  engineering  work  of 
average  difficulty  in  the  field  and  office;  may  supervise  subordinate 
engineers  and  sub-professional  personnel  engaged  in  such  work;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
engineering  methods  and  procedures;  making  occasional  contacts  with  other 
departments ,  engineering  personnel  and  the  general  public  relative  to 
electrical  engineering  matters;  gathering,  preparing  and  maintaining  ordinary 
technical  engineering  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Makes  preliminary  investigations  for  new  construction  and 
modifications  to  existing  facilities. 

2.  Collects  information  and  data  relative  to  the  electrical 
engineering  phases  of  construction  projects;  prepares  designs,  plans  and 
specifications  for  ordinary  electrical  construction  projects. 

3.  Prepares  and  supervises  the  preparation  of  cost  estimates  and 
computations  for  construction  projects;  inspects  materials  and  equipment 
to  determine  conformity  with  prescribed  standards  and  specifications. 

h.        Tests  and  checks  electric  installations  of  equipment  for  proper 
operation. 

5.   Prepares  periodical  progress  reports  on  various  construction 
projects;  may  review  work  progress  and  recommend  for  partial  payments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  electrical 
engineering. 

Requires  two  years  of  progressively  responsible  electrical  engineering 
experience  in  designing,  estimating,  specification  writing  and  the  inspection 
of  construction  work,  particularly  as  relates  to  electrical  engineering;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  modern 
electrical  engineering  principles  and  practices;  modern  construction  practices, 
particularly  as  they  apply  to  the  electrical  phases  of  engineering  projects; 
good  knowledge  of  laws,  ordinances  and  regulations  governing  electrical 
construction  projects. 

Requires  ability  to:  prepare  electrical  designs,  details,  estimates  and 
plans  and  specifications;  investigate  and  evaluate  engineering  problems  and 
to  prepare  clear  and  concise  reports  on  such  investigations;  deal  effectively 
and  courteously  with  engineering  personnel  on  technical  problems. 


CLASS  TITLE:   ASSISTANT  ELECTRICAL  ENGINEER  (Continued)    CODE:    5236 

Requires  skill  in:  the  application  of  modern  electrical  engineering 
techniques  and  methods  to  practical  field  and  office  problemsj  the  use 
of  drawing  instruments  and  materials. 

PROMOTIVE  LINES: 

Tos   Associate  Electrical  Engineer 

From:   Junior  Electrical  Engineer 


CLASS  TITLE:   ASSOCIATE  ELECTRICAL  ENGINEER  CODE:  5238 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  electrical  engineering 
work  in  the  field  and  office;  supervises  subordinate  engineering  per- 
sonnel engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
engineering  methods  and  policies;  making  regular  contacts  with  pro- 
fessional and  sub-professional  engineering  personnel,  other  depart- 
ments and  outside  organizations,  in  connection  with  electrical  engin- 
eering projects;  preparing,  checking  and  reviewing  important  detail- 
ed and  complex  engineering  plans,  specifications  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  electrical  engin- 
eering designs,  drawings,  specifications,  estimates  and  calculations 
effecting  a  wide  variety  of  construction,  maintenance  and  repair  pro- 
jects. 

2.  Assists  in  the  preparation  of  complex  contract  documents;  re- 
views and  checks,  design  calculations,  contractors'  shop  drawings  and 
engineering  drawings. 

3.  Computes  cost  estimates  and  material  requirements  for  a  vari- 
ety of  electrical  construction  and  maintenance  projects. 

k.      Conducts  and  attends  meetings  and  conferences  in  relation  to 
various  construction  projects;  conducts  complex  surveys  and  investiga- 
tions of  various  projects  under  construction,  and  prepares  comprehen- 
sive reports  of  such  investigations. 

5.  Makes  field  investigations  and  inspections  of  construction 
projects  to  assure  conformance  with  plans  and  specifications. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  electrical  engineering. 

Requires  four  years  of  progressively  responsible  experience  in  the 
design,  inspection,  construction  and  operation  of  electrical  equipment 
and  facilities,  including  one  year  of  supervisory  experience;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  modern  electrical  engineering  methods,  techniques  and  procedures; 
the  design,  construction  and  alteration  of  electrical  equipment  and 
installations;  modern  construction  methods,  particularly  as  they  re- 
late to  the  electrical  phases  of  construction  projects. 

Requires  ability  to:  originate,  prepare  aid  review  designs,  esti- 
mates and  specifications  for  electrical  engineering  projects;  supervise 
and  review  work  in  progress  for  accuracy  and  technical  sufficiency. 

Requires  considerable  skill  in  the  application  of  electrical  engin- 
eering techniques  and  methods  to  practical  design,  construction  and  ins- 
tallation problems. 


CLASS  TITLE:   ASSOCIATE  ELECTRICAL  ENGINEER  (continued)  CODE:   £238 

License:  Requires  registration  as  a  professional  engineer  in 
the  State  of  California. 

PROMOTIVE  LINES: 

To:   Electrical  Engineer 

From:  Assistant  Electrical  Engineer 


CLASS  TITLE:   ELECTRICAL  ENGINEER  CODE:   52l±0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  responsible  pro- 
fessional electrical  engineering  work  in  the  field  and  office; 
supervises  subordinate  professional  and  sub-professional  engineering 
personnel  engaged  in  such  work;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  carrying  out  and  coordinating 
engineering  methods  with  various  units  responsible  for  engineering 
construction  projects;  considerable  responsibility  for  making  regular 
important  contacts  with  professional  engineering  personnel  and  con- 
tractors in  connection  with  engineering  matters;  considerable  respon- 
sibility for  checking  and  reviewing  detailed  and  complex  engineering 
plans,  specifications  and  contracts. 

EXAMPLE  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  general  and  de- 
tailed drawings  for  electrical  phases  of  complex  construction  and 
building  projects. 

2.  Reviews  and  checks  drawings  and  plans  prepared  by  others  for 
technical  sufficiency  and  accuracy;  makes  partial  and  final  estimates 
for  work  completed  on  construction  projects. 

3.  Coordinates  the  preparation  of  electrical  designs  and  drawings 
with  structural  and  mechanical  phases  of  construction  projects. 

U.   Prepares  and  supervises  the  preparation  of  electrical  engi- 
neering contract  plans,  estimates  and  specifications;  prepares  and 
supervises  the  preparation  of  complex  engineering  reports  in  connection 
with  various  studies  made  of  electrical  engineering  and  construction 
problems . 

5.  Confers  with  contractors  and  other  engineering  personnel  on  the 
design  and  installation  of  electrical  systems  and  equipment;  supervises 
inspection  and  acceptance  of  electrical  components  of  various  construc- 
tion projects. 

6.  Supervises  the  operation  of  power  generating  facilities, 
including  monthly  programing  of  generating  operations  and  the  prepara- 
tion of  estimates  of  revenue  and  expenditures  of  such  operations. 

7.  Makes  load  studies  in  connection  with  system  planning  and 
development. 

8.  Makes  cost  analyses  and  rate  studies  in  determining  economic 
requirements  in  relation  to  power  generation  and  use. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  electrical  engineering. 

Requires  six  years  of  progressively  responsible  experience  in  the 
designing,  inspection,  construction  and  operation  of  electrical  systems, 
equipment  and  facilities,  including  two  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   ELECTHCAL  ENGINEER   (continued)  CODE:   £2kO 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   modern  electrical  engineering  techniques  and  procedures;  the  de- 
sign, construction,  installation  and  operation  of  electrical  systems 
and  equipment]  modern  construction  methods  and  techniques,  particularly 
as  they  apply  to  the  electrical  phases  of  construction  projects;  exist- 
ing laws,  ordinances  and  codes  applicable  to  electrical  engineering  and 
construction  projects. 

Requires  ability  to:  plan,  organize,  supervise  and  inspect  the 
work  of  subordinate  engineering  personnel;  originate,  prepare  and 
review  designs  and  specifications  for  complex  electrical  engineering 
projects;  perform  responsible  inspectional  and  investigating  work  and 
prepare  clear  and  concise  reports  thereon. 

Requires  considerable  skill  in  the  application  of  electrical 
engineering  principles  and  practices  to  practical  field  and  office  de- 
sign and  construction  problems. 

License:   Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Senior  Electrical  Engineer 

From:   Associate  Electrical  Engineer 


CLASS  TITLE:   SENIOR  ELECTRICAL  ENGINEER  CODE:   £21+2 

CHARACTERISi:  .  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  highly  technical 
and  administrative  professional  engineering  work  in  connection  with  the 
design,  maintenance  and  operation  of  electrical  systems  and  power 
generating  plant  machinery;  supervises  the  activities  of  professional 
and  sub-professional  engineering  personnel  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing  and 
executing  professional  engineering  techniques  and  methods;  considerable 
responsibility  for  continuing  contact  with  responsible  professional 
engineering  personnel,  representatives  of  outside  organizations  and 
contractors  relative  to  technical  engineering  and  administrative  problems; 
overall  supervisory  responsibility  for  the  review  and  preparation  of 
detailed  and  complex  engineering  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  assigns  work  for  professional,  technical  and  sub- 
professional  engineering  personnel  engaged  in  preparing  preliminary 
studies,  layouts,  design  calculation,  contract  specifications  and  cost 
estimates  for  the  construction  and  installation  of  electrical  equipment 
and  facilities;  coordinates  electrical  design  activities  with  other 
engineering  phases  of  projects. 

2.  Confers  with  contractors,  equipment  manufacturers  and  con- 
sultants in  connection  with  electrical  engineering  projects,  designs  and 
programs. 

3.  Directs  and  participates  in  studies  necessary  to  the  evaluation 
and  selection  of  electrical  systems  and  related  machinery  and  equipment. 

U.   Conducts  power  and  rate  studies  and  economic  studies  in  con- 
nection with  electrical  distribution  system  improvements. 

5.  May  serve  as  consultant  to  other  units  on  electrical  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
electrical  engineering. 

Requires  eight  years  of  progressively  responsible  experience  in 
electrical  engineering,  design,  estimating,  specification  and  contract 
preparation,  and  the  inspection  of  construction  projects  and  plant 
facilities,  including  four  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  laws,  ordinances  and  rules  applicable  to  the  design  and  con- 
struction of  electrical  facilities  and  equipment;  theory  and  practice  of 
electrical  engineering  design  and  construction  and  inspection  procedures; 
construction  methods  and  materials  particularly  as  applied  to  the 
electrical  engineering  phases  of  construction  projects;  considerable 
knowledge  of  hydroelectrical  power  production  and  transmission. 


CLASS  TITLE:   SENIOR  ELECTRICAL  ENGINEER  (Continued)       CODE:   £2l|2 

Requires  considerable  ability  to:   plan,  organize  and  direct  the  work 
of  subordinate  professional,  technical  and  sub-professional  personnel; 
consult  and  work  with  responsible  professional  engineering  personnel,  the 
general  public,  contractors,  and  various  outside  agencies;  review  and 
analyze  complex  and  technical  engineering  plans  and  documents  and 
exercise  unusually  good  judgment  in  making  recommendations  thereon. 

Requires  considerable  skill  in  the  application  of  modern  electrical 
engineering  methods  and  practices  to  practical  engineering  problems. 

License:   Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Assistant  Director  of  Public  Works  (Maintenance  &  Operation) 

From:   Electrical  Engineer 


CLASS  TITLE:  RADIO  ENGINEER  CODE:   52l|6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  planning 
and  directing  the  installation, maintenance  and  repair  of  municipal  radio 
and  communications  systems;  performs  responsible  professional  radio  engin- 
eering work  in  connection  with  such  systems;  and  performs  related  duties 
as  required. 

Requires  considerable  responsibility  for  developing,  interpreting 
and  coordinating  methods  and  procedures  relative  to  the  operation  and 
maintenance  of  radio  and  communications  systems;  making  regular  con- 
tacts with  other  professional  personnel  and  outside  agencies  relative 
to  municipal  radio  and  communication  systems;  independent  responsibility 
for  the  preparation  of  detailed  and  complex  radio  and  communication 
system  plans  and  specifications. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  departmental  communication  representatives  re- 
lative to  the  adequacy  of  radio  and  allied  communication  facilities; 
analyzes  the  need  for  modification,  modernization  or  expansion  of 
existing  systems  or  the  installation  of  new  systems. 

2.  Designs  radio  and  communication  systems  and  modifications  to 
existing  equipment  and  systems;  reviews  systems  designed  and  proposed 
by  contractors  for  adequacy  and  potential  use. 

3.  Inspects  radio  installations  of  the  various  systems  to  assure 
proper  maintenance  and  up-keep  of  such  facilities;  reviews  the  opera- 
tions of  all  radio  communication  systems  to  assure  compliance  with 
federal  communication  commission  rules  and  regulations. 

U.  Prepares  plans  and  specifications  for  radio  and  communications 
systems  equipment  and  components;  reviews  operational  plans,  and  de- 
signs the  construction  of  radio  systems  to  assure  proper  integration 
into  existing  communication  networks, 

5.  Develops  operational  plans  for  communications  systems  to 
meet  the  various  requirements  of  city  departments. 

6.  Consults  with  radio  engineers  and  manufacturing  companies 
and  representatives  to  ascertain  the  availability  of  equipment  and 
materials  for  communication  systems. 

7.  Prepares  job  cost  and  budget  estimates  for  equipment  in- 
stallation, maintenance  and  repair. 

8.  Prepares  and  supervises  the  preparation  of  detailed  reports 
and  records  relative  to  communication  systems  operation,  maintenance 
and  repair  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  electrical  engineering,  supplemented  by  technical  training 
in  electronics  and  radio  communications. 

Requires  six  years  of  progressively  responsible  experience  in 
short-wave  radio  operations,  installation,  maintenance  and  repair 
and  in  the  engineering  of  radio  systems,  including  two  years  of 


CLASS  TITLE:  RADIO  ENGINEER  (continued)  CODE:   52l;6 

responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  electrical  and  radio  engineering  methods,  practices  and  procedures; 
the  design  and  development  of  radio  engineering  projects. 

Requires  considerable  ability  to  review  and  evaluate  radio  engin- 
eering plans,  designs  and  specifications;  meet  and  consult  with  pro- 
essional  engineering  and  manufacturing  representatives  on  complex 
radio  engineering  matters;  prepare  professional  and  technical  reports 
and  papers  relative  to  radio  communication  systems. 

Requires  supervisory  and  administrative  ability. 

Requires  considerable  skill  in  the  application  of  radio  engineer- 
ing theory  and  practice  to  practical  field  and  office  requirements. 

License:  Requires  possession  of:  a  valid  second-class  radio 
telephone  operator's  license  as  issued  by  the  federal  communication 
commission;  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  General  Manager,  Department  of  Electricity 

From:  Original  entrance  examination 


CLASS  TITLE:   JUNIOR  MECHANICAL  ENGINEER  CODE:   £2^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  mechanical  engineering 
work  in  the  field  and  office;  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  engineering 
methods  and  procedures;  making  routine  contacts  on  ordinary  engineering 
matters  with  other  departmental  employees;  gathering  and  preparing 
ordinary  engineering  data  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  design  of  new  mechanical  installations  and 
equipment;  may  design  routine  or  less  complex  components  of  mechanical 
equipment  and  systems;  prepares  drawings  of  mechanical  layouts  covering 
such  as  heating,  ventilating,  plumbing  and  refrigeration  systems; 

2.  Makes  field  investigations  and  surveys  of  existing  conditions 
relative  to  the  preparation  of  designs  and  drawings;  makes  calculations 
on  heat  transfer  rate  and  friction  loss  in  pipe  and  duct  systems; 
prepares  cost  estimates  for  mechanical  equipment  and  materials. 

3.  Assists  in  the  preparation  of  contract  specification  for  such 
mechanical  equipment  and  materials;  makes  routine  field  inspection  of 
the  mechanical  phases  of  construction  project  to  assure  conformance  to 
plans  and  specifications. 

k.      Prepares  periodic  reports  of  field  conditions  and  work  progress; 
may  exercise  limited  supervision  of  draftsmen  and  office  engineering 
personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  years 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  mechanical  engineering;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   the 
fundamentals  of  mechanical  engineering  and  the  ordinary  sources  of 
general  engineering  information;  modern  mechanical  engineering  prin- 
ciples and  practices;  construction  .methods  particularly  as  they 
apply  to  the  mechanical  phases  of  construction  projects. 

Requires  ability  to:   prepare  ordinary  mechanical  engineering  plans, 
designs  and  drawings;  make  accurate  cost  estimates  and  computations. 

Requires  skill  in:   the  application  of  modern ]mechanical  engineering 
principles  and  practices  to  practical  field  and  office  problems;  the 
use  of  drawing  instruments  and  materials. 

PROMOTIVE  LINES: 

To:   Assistant  Mechanical  Engineer 

From:   Original  Entrance  Examination 


f 


CLASS  TITLE:   ASSISTANT  MECHANICAL  ENGINEER  CODE:   $2^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  mechanical  engineering  work  of 
average  difficulty  in  the  field  and  office;  may  supervise  subordinate 
engineers  and  sub-professional  personnel  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  existing 
mechanical  engineering  techniques,  methods  and  procedures;  occasional 
contacts  with  the  general  public,  other  departments  and  engineering 
personnel  relative  to  engineering  matters;  gathering  and  preparing 
ordinary  technical  engineering  data  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  mechanical  engineering  designs,  drawings  and  sketches 
and  makes  related  engineering  calculations;  assists  in  preparation  of 
contract  plans  and  specifications;  prepares  quantity  lists  of 
mechanical  equipment  and  materials  necessary  to  various  projects; 
participates  in  the  selection  of  mechanical  equipment  and  materials  for 
various  projects. 

2.  Inspects  the  manufacture  of  mechanical  equipment  for  compliance 
with  specifications;  witnesses  physical  tests  and  chemical  analyses  of 
such  equipment  and  materials;  consults  with  manufacturer's  representatives 
as  to  the  adaptability,  cost  and  availability  of  mechanical  equipment 

and  materials  in  connection  with  the  selection  of  such  equipment  and 
materials. 

3.  May  exercise  limited  supervision  over  subordinate  level 
engineers  and  draftsmen. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical  engineering. 

Requires  two  years  of  progressively  responsible  mechanical  engineering 
experience  in  designing,  estimating,  specification  writing  and  inspecting 
construction  work  particularly  as  it  relates  to  mechanical  engineering; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  modern 
mechanical  engineering  principles  and  practices;  modern  construction 
methods  particularly  as  they  relate  to  the  mechanical  engineering  phases 
of  construction  projects. 

Requires  ability  to:  prepare  mechanical  engineering  designs,  details, 
estimates  and  plans  and  specifications;  investigate  and  evaluate 
engineering  problems  and  to  prepare  clear  and  accurate  reports  on  such 
investigations;  deal  effectively  with  other  engineering  personnel  on 
technical  problems. 


CLASS  TITLE:   ASSISTANT  MECHANICAL  ENGINEER  CODE:    £2^2 

Requires  skill  in:  the  application  of  modern  mechanical  engineering 
principles  and  practices  to  practical  field  and  office  problems;  use 
of  drawing  instruments  and  materials 

PROMOTIVE  LINES: 

To:   Associate  Mechanical  Engineer 

From:    Junior  Mechanical  Engineer 


CLASS  TITLE:   ASSOCIATE  MECHANICAL  ENGINEER  CODE:    $2$k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  mechanical  engineering  work 
in  the  field  and  office;  supervises  subordinate  engineering  personnel 
engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
engineering  methods  and  policies;  making  regular  contacts  with 
professional  and  sub-professional  engineering  personnel  ,  other  departments 
and  outside  organizations  in  connection  with  engineering  projects; 
preparing,  checking  and  reviewing  important  detailed  and  complex  engineering 
plans,  specifications  and  contracts. 

EXAMPLES  OF  DUTIES: 

1.  Designs  and  supervises  subordinate  personnel  in  designing  complex 
mechanical  systems  for  a  wide  variety  of  construction  projects. 

2.  Prepares  contract  specifications  for  the  installation  of 
mechanical  systems  and  machinery. 

3.  Makes  detailed  cost  estimates  for  the  mechanical  phases  of 
construction  projects. 

k.        Makes  periodic  field  inspections  of  equipment  installations  to 
assure  compliance  with  contract  plans  and  specifications. 

5.   Prepares  and  supervises  the  preparation  of  a  wide  variety  of 
technical  engineering  reports,  data  and  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical  engineering. 

Requires  four  years  of  progressively  responsible  experience  in  the 
design,  inspection,  construction  and  operation  of  mechanical  equipment 
and  facilities,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
modern  mechanical  engineering  methods,  techniques  and  procedures;  design, 
construction  and  operation  of  mechanical  installations  and  machinery;  modem 
construction  methods  particularly  as  they  relate  to  the  mechanical  phases 
of  construction  projects. 

Requires  ability  to:  originate,  prepare  and  review  designs,  estimates 
and  specifications  for  mechanical  projects;  supervise  and  review  the  work 
in  progress  for  accuracy  and  sufficiency. 


CLASS  TITLE:    ASSOCIATE  MECHANICAL  ENGINEER  (Continued)   CODE:    525U 

CHARACTERISTICS  OF  THE  CLASS: 

Requires  considerable  skill  in:  the  application  of  mechanical 
engineering  methods  and  techniques  to  practical  design,  construction 
and  operating  problems ;   the  use  of  drawing  instruments  and  materials. 

License:   Requires  registration  as  a  professional  engineer  in  the 
State  of  California. 

PROMOTIVE  LINES: 

To:   Mechanical  Engineer 

From:    Assistant  Mechanical  Engineer 


CLASS  TITLE:   MECHANICAL  ENGINEER  CODE:   52^6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  responsible  professional 
mechanical  engineering  work  in  the  field  and  office;  supervises  subordinate 
professional  and  sub-professional  engineering  personnel  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  coordinating  engineering 
methods  with  the  various  units  responsible  for  construction  projects; 
considerable  responsibility  for:  making  regular  important  contacts  with 
professional  engineering  personnel  and  contractors  on  engineering  matters; 
checking  and  reviewing  important  detailed  and  complex  engineering  plans, 
specifications  and  contracts. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  general  and  detailed 
drawings  for  the  mechanical  phases  of  complex  construction  and  building 
projects. 

2.  Reviews  and  checks  studies,  drawings  and  plans  prepared  by  others 
for  technical  sufficiency  and  accuracy;  makes  partial  and  final  engineering 
estimates  for  work  completed;  coordinates  the  preparation  of  mechanical 
designs  and  drawings  with  structural  ,  civil  and  electrical  phases  of 
construction  projects;  prepares  and  supervises  the  preparation  of  mechanical 
engineering  contract  plans,  estimates  and  specifications  for  the  various 
construction  projects;  prepares  and  supervises  the  preparation  of  complex 
engineering  reports  in  connection  with  studies  made  of  a  variety  of 
mechanical  engineering  problems. 

3.  Confers  with  contractors  on  the  design  and  installation  of 
mechanical  equipment;  supervises  the  inspection  and  acceptance  of  the 
mechanical  components  of  various  construction  projects. 

h.        Reviews  and  analyzes  bids  for  conformance  with  specifications 
and  suitability. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical  engineering. 

Requires  six  years  of  progressively  responsible  experience  in  the 
design,  inspection,  construction  and  operation  of  mechanical  equipment 
and  facilities,  including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of: 
modern  mechanical  engineering  methods,  techniques  and  procedures;  considerable 
knowledge  of:  design,  construction  and  operation  of  mechanical  equipment 
and  machinery;  modern  construction  methods  and  the  strength  and  uses  of 
construction  materials;  existing  laws,  ordinances  and  codes  applicable  to 
mechanical  engineering  and  construction  projects. 


CLASS  TITLE:   MECHANICAL  ENGINEERING  (Continued)         CODE:    £2£6 

Requires  ability  to:  plan,  organize,  supervise  and  inspect  the  work 
of  subordinate  personnel;  originate,  prepare  and  review  designs,  cost 
estimates  and  specifications  for  complex  mechanical  engineering  projects; 
performs  responsible  investigative  and  inspectional  work  and  to  prepare 
clear  and  accurate  reports  thereon. 

Requires  considerable  skill  in  the  application  of  mechanical 
engineering  principles  and  practices  to  practical  field  and  office  design 
and  construction  problems. 

License:   Requires  registration  as  a  professional  engineer  in  the 
State  of  California. 

PROMOTIVE  LINES: 

To:   Senior  Mechanical  Engineer 

From:   Associate  Mechanical  Engineer 


CLASS  TITLE:   SENIOR  MECHANICAL  ENGINEER  CODE:   £?58 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  highly  technical  and 
administrative  professional  mechanical  engineering  duties  in  connection 
with  the  design,  maintenance  or  operation  of  mechanical  equipment, 
machinery  and  facilities;  supervises  the  activities  of  professional  and 
sub -professional  engineering  personnel  engaged  in  such  work;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   originating,  developing  and 
executing  professional  mecaanical  engineering  techniques  and  methods; 
considerable  responsibility  for  continuing  contacts  with  responsible 
professional  engineering  personnel,  representatives  of  outside  organiza- 
tions and  contractors  relative  to  technical  engineering  problems;  overall 
supervisory  responsibility  for  the  preparation  and  reviewing  of  detailed 
and  complex  engineering  reports  and  records. 

EXAMPLES  OF  DUTIES; 

1.  Plans  and  assigns  work  for  professional,  technical  and  sub- 
professional  engineering  personnel  engaged  in  preparing  preliminary 
layouts,  studies,  reports,  design  calculation,  contract  drawings, 
contract  specifications  and  cost  estimates  for  the  construction  and 
installation  of  mechanical  equipment  and  facilities. 

2.  Prepares  and  supervises  the  preparation  of  complex  layouts  and 
designs  of  the  mecnanical  components  for  a  variety  of  major  construction 
and  conversion  projects. 

3.  Confers  with  contractors,  equipment  manufacturers  and  con- 
sultants in  connection  with  various  mechanical  engineering  projects  and 
programs. 

k.     Directs  and  conducts  studies  required  for  the  evaluation  and 
selection  of  mechanical  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical  engineering. 

Requires  eight  years  of  progressively  responsible  experience  in 
mechanical  engineering  design,  estimating,  specification,  and  contract 
preparation  and  the  inspection  of  construction  projects,  including  four 
years  of  responsible  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   laws,  ordinances  and  rules  applicable  to  design  and  construction 
of  mechanical  facilities  and  equipment;  theory  and  practice  of 
mechanical  engineering,  design,  construction  and  inspection  procedures; 
modern  construction  methods  and  materials  particularly  as  applied  to  the 
mechanical  engineering  phases  of  construction  projects. 


CLASS  TITLE:   SENIOR  MECHANICAL  ENGINEER  (continued)       CODE:   5258 

Requires  considerable  ability  to:   plan,  organize  and  supervise  the 
work  of  subordinate  professional,  technical  and  sub -professional  personnel; 
consult  and  work  with  responsible  professional  engineering  personnel,  the 
general  public,  contractors  and  various  outside  agencies;  review  and 
analyze  complex  and  technical  engineering  plans  and  documents  and  exercise 
unusually  good  judgment  in  making  recommendations  thereon. 

Requires  considerable  skill  in  the  application  of  modern  mechanical 
engineering  principles  and  practices  to  practical  engineering  problems. 

License:   Requires  registration  as  a  professional  engineer  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Assistant  City  Engineer 

Assistant  Director  of  Public  Works  (Maintenance  and  Operations) 

From:   Mechanical  Engineer 


CLASS  TITLE:   BUILDING  MAINTENANCE  AND  REPAIR 

ASSISTANT  ENGINEER  CODE:   5262 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  appraisal  and  inspection 
of  the  physical  conditions  and  the  maintenance,  repair,  replacement  and 
reconstruction  requirements  of  all  buildings  and  structures  under  the 
jurisdiction  of  the  department  of  public  works:  performs  responsible 
engineering  and  architectural  work  in  connection  therewith;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  methods 
and  procedures  relative  to  building  maintenance  and  repair  matters;  making 
regular  contacts  with  other  departmental  personnel  on  complex  maintenance 
and  repair  problems;  preparing  detailed  and  complex  reports  of  building 
maintenance  surveys. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  and  carries  out  continuous  inspections  and  appraisals 
of  the  physical  conditions  of  city  buildings;  assists  in  the  preparation 
of  detailed  reports  of  the  conditions  of  such  buildings,  including 
recommendations  for  the  priority  of  their  maintenance  and  repairs. 

2.  Prepares  a  variety  of  architectural  and  engineering  drawings 
relative  to  the  preparation  of  inspection  reports;  prepares  plans,  prints 
and  drawings  in  connection  with  bureau  contract  projects. 

3.  Assists  in  the  preparation  of  budget  data  and  bureau  requests 
for  maintenance,  repair,  replacement  and  reconstruction  funds. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  universiwty  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering  or  architecture. 

Requires  two  years  of  progressively  responsible  experience  in  building 
construction  and  maintenance  engineering  projects,  including  responsible 
drafting  experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  the 
theory  and  practice  of  engineering  drawing,  construction  and  inspection; 
properties,  uses  and  cost  of  construction  materials  and  methods;  care  and 
use  of  drafting  instruments. 

Requires  ability  to:  prepare  plans,  designs  and  estimates  for  building 
maintenance  and  repair  projects;  prepare  detailed  and  complex  reports 
relating  to  the  maintenance  and  construction  needs  of  public  buildings. 


CLASS  TITLE:    BUILDING  MAINTENANCE  AND  REPAIR  CODE;    £262 

ASSISTANT  ENGINEER 

Requires  considerable  skill  in  the  use  of  drawing  instruments  and 
the  application  of  engineering  and  architectural  theory  to  practical 
maintenance  and  repair  problems. 

License:  Requires  possession  of  a  valid  California  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Building  Maintenance  and  Repair  Engineer 

From:   Junior  Civil  Engineer 


CLASS  TITLE:   BUILDING  MAINTENANCE  AND  REPAIR  ENGINEER    CODE:    J26U 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  directing  the  inspection  and 
appraisal  of  physical  conditions  and  the  maintenance,  repair,  replacement 
and  reconstruction  requirements  of  all  buildings  and  structures  under 
jurisdiction  of  the  department  of  public  works;  performs  difficult  and 
responsible  engineering  and  architectural  work  in  connection  therewith; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  carrying  out  existing 
methods  and  procedures  relative  to  the  maintenance  and  repair  of  public 
buildings;  making  regular  contacts  with  other  departmental  personnel  in 
connection  with  complex  building  maintenance  and  repair  problems;  over-all 
supervisory  responsibility  for  the  preparation  of  important  and  detailed 
analyses  and  reports  of  building  inspections  and  appraisals. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  directs  and  personally  participates  in  the 
continuous  inspection  and  appraisal  of  public  buildings  in  connection  with 
reconstruction,  maintenance  and  repair  requirements  of  such  buildings. 

2.  Directs  the  preparation  of  budget  data  and  bureau  requests  for 
maintenance,  repair,  replacement  and  reconstruction  funds  for  public 
buildings . 

3.  Prepares  and  supervises  the  preparation  of  complex  and  detailed 
reports  relative  to  building  maintenance  and  repair  needs  and  recommends 
priority  for  carrying  out  maintenance  and  repair  programs. 

k.        Directs  the  preparation  of  plans  and  specifications  for  bureau 
contractual  work  projects;  reviews  and  inspects  completed  projects  and 
gives  final  approval  on  completion  of  such  projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  civil 
engineering  or  architecture. 

Requires  four  years  of  progressively  responsible  experience  in 
engineering  designing,  estimating,  specification  preparation  and  inspection 
of  construction  work,  preferably  in  building  construction  maintenance  and 
repair  work,  including  one  year  of  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
engineering  theory  and  practice,  particularly  as  it  applies  to  building 
maintenance  repair  and  construction  projects;  modern  construction  methods 
and  the  uses  of  construction  materials. 


CLASS  TITLE:    BUIDLING  MAINTENANCE  AND  REPAIR  CODE:    5261; 

ENGINEER  (Continued) 

Requires  considerable  ability  to:  originate,  check,  design  and 
estimate  construction  and  maintenance  projects;  meet  and  consult  with 
departmental  officials,  engineers  and  contractors  on  technical 
engineering  matters. 

Requires  considerable  skill  in  the  application  of  engineering  theory 
and  practices  to  practical  building  construction  and  maintenance  problems. 

License:   Requires  registration  as  a  professional  engineer  in  the 
State  of  California;  requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Civil  Engineer  - 
Architect 

From:   Assistant  Building  Maintenance  and  Repair  Engineer 


CLASS  TITLE:   ARCHITECT  CODE:   5268 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  professional 
architectural  work  in  connection  with  the  construction,  maintenance 
and  conversion  of  public  buildings;  plans,  assigns  and  directs  the  ac- 
tivities of  assigned  personnel  engaged  in  such  work;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:  interpreting  and  coordinating 
architectural  techniques  and  methods  as  they  apply  to  over-all  con- 
struction and  maintenance  projects;  making  regular  important  contacts 
relative  to  resolving  difficult  and  technical  architectural  and  engin- 
eering problems;  preparing,  checking  and  reviewing  detailed  and  complex 
architectural  data  in  connection  with  the  architectural  phases  of 
various  projects. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  complex  and  diffi- 
cult preliminary  and  final  architectural  working  drawings  for  a  wide 
variety  of  structures. 

2.  Reviews  and  checks  contractors-  shop  drawings  and  specifica- 
tions. 

3.  Prepares  and  supervises  the  preparation  of  detailed  and  com- 
plex contract  drawings  and  specifications. 

k.      Checks  and  reviews  drawings  and  specifications  submitted  by 
consulting  architects  for  conformance  with  prescribed  standards. 

5.  Makes  field  inspections  of  work  progress  to  assure  compli- 
ance with  plans  and  specifications. 

6.  Prepares  and  supervises  the  preparation  of  quantity  and  cost 
estimates;  prepares  preliminary  and  final  construction  cost  estimates 
and  summarizes  the  size  and  scope  of  projects  and  contracts. 

7.  Examines,  analyzes  and  makes  recommendations  on  submitted 
bids;  reviews  and  analyzes  contract  modifications  and  makes  recommenda- 
tions accordingly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  five  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  architecture. 

Requires  four  years  of  progressively  responsible  architectural 
experience,  including  at  least  one  year  of  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  know- 
ledge of:   architectural  theory,  practice  and  procedures;  construction 
methods  and  materials  and  their  application  to  architectural  and 
designing  phases  of  construction  projects;  the  laws,  ordinances  and 
regulations  applicable  to  construction  projects. 

Requires  considerable  ability  to:  plan,  organize  and  supervise 
the  work  of  subordinate  personnel;  prepare  technical  and  professional 
reports;  deal  effectively  with  professional  engineers,  architects, 


CLASS  TITLE:   ARCHITECT  (continued)  CODE:   5268 

contractors  and  other  professional  groups;  requires  a  high  degree  of 
analytical  ability  and  professional  judgment. 

Requires  considerable  skill  in:   the  application  of  architectural 
theory  to  practical  architectural  problems,  the  preparation  of  complete 
architectural  plans  and  specifications. 

License:  Requires  registration  as  a  licensed  architect  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Senior  Architect 

From.  Senior  Architectural  Draftsman 


CLASS  TITLE:   SENIOR  ARCHITECT  CODE:   5?70 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  assigns  and  directs 
the  activities  of  a  major  architectural  section  engaged  in  complex 
professional  architectural  work  in  the  preparation  of  designs,  drawings, 
specifications  and  cost  estimates  for  a  variety  of  building  and  con- 
struction projects;  and  performs  related  duties  as  required. 

Requires  responsibility  for  developing,  coordinating  and  inter- 
preting architectural  techniques  and  methods  for  major  construction  and 
maintenance  projects;  maintaining  continuing  contacts  with  departmental 
personal  and  professional  representatives  of  outside  agencies,  organiza- 
tions and  groups  in  connection  with  architectural  phases  of  construction 
and  maintenance  projects;  independent  responsibility  for  supervising  the 
preparation  of  important  detailed  technical  data  and  reports  in  con- 
nection with  architectural  matters. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  the  work  of  other  architects  and 
engineers  in  the  department,  and  in  professional  consulting  firms 
employed  to  design  various  projects. 

2.  Plans,  assigns  duties,  and  gives  technical  assistance  to  pro- 
fessional and  sub-professional  architects  and  engineers  engaged  in 
architectural  design  and  related  activities  necessary  to  the  construc- 
tion, maintenance  and  conversion  of  public  buildings. 

3.  Directs,  supervises  and  reviews  the  preparation  of  complex 
architectural  work  drawings. 

k.     Directs,  supervises  and  coordinates  the  architectural  design 
phases  of  projects  with  mechanical,  electrical  and  structural  design 
portions  of  such  projects. 

5.  Directs,  reviews  and  supervises  the  review  of  contractors'  shop 
drawings . 

6.  Makes  periodic  field  inspections  of  projects  under  construction 
and  proposed  projects  to  assure  conformance  with  plans  and  specifications 
and  to  provide  data  and  information  necessary  to  initiate  new  projects. 

7.  Prepares  and  supervises  the  preparation  of  difficult  and  com- 
plex architectural  specifications  and  cost  and  quantity  estimates; 
checks  and  reviews  specifications,  estimates  and  computations  prepared 
by  consultants  and  subordinate  staff  members. 

8.  Secures  proposals  from  engineers,  contractors  and  testing 
laboratories  for  surveys,  borings  and  geological  and  foundation  investi- 
gations. 

9.  Prepares  guides  and  outlines  of  architectural  procedures  for 
consulting  architects  and  engineers;  makes  final  inspections  and  accept- 
ance of  building  projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  five  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
architecture. 


CLASS  TITLE:   SENIOR  ARCHITECT  (continued)  CODE:   £270 

Requires  eight  years  of  progressively  responsible  architectural 
experience,  including  two  years  of  responsible  supervisory  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   architectural  theory,  practices  and  procedures;  architectural  design; 
site  development,  graphic  arts  and  the  techniques  of  drawings;  laws, 
ordinances,  codes  and  regulations  applicable  to  building  construction 
projects. 

Requires  considerable  ability  to:   plan,  organize  and  supervise  the 
work  of  professional  and  sub-professional  personnel;  prepare  clear  and 
concise  professional  and  technical  evaluations  and  reports;  unusual 
ability  to  exercise  sound  professional  judgment  on  architectural  and 
engineering  matters. 

Requires  considerable  skill  in  the  application  of  architectural 
theory  to  practical  architectural  problems. 

License:   Requires  registration  as  a  licensed  architect  in  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Assistant  City  Architect 

From:  Architect 


CLASS  TITLE:   LANDSCAPE  ARCHITECT  CODE:  5271; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  planning,  designing  and  ins- 
pecting all  landscaping  and  related  architectural  work  for  city  parks 
and  recreational  areas;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  carrying  out  and  en- 
forcing existing  landscape  architectural  procedures  and  methods;  ma- 
king regular  important  contacts  with  other  departmental  personnel, 
outside  agencies  and  organizations,  and  the  general  public  relative 
to  landscaping  and  parks  and  recreation  development;  preparing  and 
reviewing  detailed  and  complex  architectural  plans,  drawings  and  re- 
lated data  and  information. 

EXAMPLES  OF  DUTIES: 

1.  Prepares,  plans  and  designs  for  park  and  playground  areas  in- 
cluding the  location  of  lawns,  shrubs,  trees,  walks,  shelters  and  re- 
lated features. 

2.  Designs  and  prepares  preliminary  plans  and  sketches  for  re- 
view and  prepares  final  working  drawings. 

3.  Prepares  contract  specifications  for  various  development  pro- 
jects; prepares  cost  and  quantity  estimates  for  such  projects;  makes 
final  inspection  of  projects. 

h.      Recommends  quality  of  materials  used  and  evaluates  performance 
of  contractors  and  acceptance  or  rejection  of  completed  projects. 

5.  Coordinates  landscaping  work  with  other  phases  of  development 
projects. 

6.  Makes  investigations  and  prepares  reports  in  connection  with 
improving  existing  landscaped  areas. 

7.  Meets  and  confers  with  other  departments  and  agencies  regard- 
ing landscape  improvements  throughout  the  city  and  prepares  plans  as 
required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  landscape  architecture. 

Requires  two  years  of  progressively  responsible  experience  in  lands- 
cape architectural  work  preferably  including  experience  in  major  diver- 
sified parks  or  similar  facilities;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  lands- 
cape architectural  theory,  practice  and  procedures;  landscape  architec- 
tural design  and  site  development;  modern  construction  methods  and  tech- 
niques, particularly  as  applied  to  the  landscape  architectural  phases 
of  development  and  construction  projects. 

Requires  ability  to  initiate  and  prepare  landscape  architectural 
plans,  specifications  and  estimates;  coordinate  landscaping  activities 
with  a  variety  of  interested  groups  and  to  deal  tactfully  and  courteous- 
ly with  such  groups;  review  technical  papers  and  reports. 


CLASS  TITLE:   LANDSCAPE  ARCHITECT  (continued)  CODE:  $?}\ 

Requires  considerable  skill  in:  the  application  of  landscape 
architectural  theory  to  practical  field  problems;  the  preparation 
of  complete  landscape  plans  and  specifications;  the  use  of  draft- 
ing instruments . 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  Examination 


CLASS  TITLE:   ASSISTANT  CITY  PLANNER  CODE:  5278 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  beginning  level  city  plan- 
ning work  and  participates  in  all  phases  of  city  planning;  assists 
in  the  preparation  of  planning,  research,  surveys  and  prljects;  con- 
ducts investigations,  collects  and  analyzes  data  on  zoning,  subdiv- 
ision design,  urban  renewal,  rapid  transit  and  other  land  use  prob- 
lems; assists  in  preparation  of  written  and  graphic  reports;  may 
supervise  subordinate  survey,  clerical  and  office  personnel;  admin- 
isters the  city  planning  code  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  carrying  out  and  interpreting  city 
planning  policies  and  procedures;  making  continuing  personal  contacts 
with  representatives  of  government,  civic  and  business  organizations, 
and  the  general  public  in  the  explanation  and  interpretation  of  laws, 
ordinances,  policies,  rules  and  regulations  relating  to  city  planning 
activities;  preparing,  checking  and  reviewing  important  technical  re- 
cords involving  the  master  plan,  capital  improvement  program,  zoning 
and  other  technical  city  planning  records. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  maps,  charts,  photographs  and  other  graphic  presen- 
tations to  illustrate  studies  of  land  use  such  as  transportation,  pop- 
ulation, traffic,  streets,  freeways,  residential,  business,  recrea- 
tional and  playground  areas,  zoning  and  subdivisions. 

2.  Correlates  and  tabulates  statistical  data  in  the  form  of 
graphs,  maps  and  charts;  prepares  base  maps  for  use  in  the  development 
of  the  master  plan  and  the  capital  improvement  program;  collects  data, 
makes  studies,  performs  field  investigations  and  writes  reports  on 
specifically  assigned  problems  in  the  field  of  zoning,  subdivisions, 
park  and  recreation  areas,  population  movement  and  traffic,  transpor- 
tation and  other  land  use  studies. 

3.  Assists  in  and  performs  research  and  analysis  of  economic  and 
sociological  problems  as  a  basis  for  preparation  of  the  master  plan 
and  capital  improvement  program;  attends  public  hearings,  meetings  or 
conferences  of  various  city  departments,  takes  notes  and  prepares  sum- 
mary reports,  answers  inquiries  pertaining  to  zoning,  urban  renewal, 
freeway  and  street  location  and  other  city  planning  and  related  prob- 
lems. 

h.      May  process  various  zoning  applications  and  permits;  inter- 
prets and  explains  zoning  ordinances  and  other  city  planning  problems 
to  the  public. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  one  or  more  of  the  following  fields:  city  planning,  public  adminis- 
tration, architecture,  economics,  or  civil  engineering. 

Requires  one  year  of  city  and  regional  planning  experience  perform- 
ing technical  phases  of  city  planning;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   ASSISTANT  CITY  PLANNER  (continued)         CODE:  5278 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
the  principles,  practices,  purposes,  scopes  and  techniques  of  various 
phases  of"  city  planning;  statistical  and  research  methods  and  the 
sources  of  information  and  data  relating  to  city  and  metropolitan 
growth;  accepted  practices  in  highway  and  street  construction,  park 
and  recreational  area  design,  land  subdivision,  zoning  and  of  legal 
descriptions  and  federal,  state  and  local  laws  as  they  relate  to  city 
planning;  requires  some  knowledge  of  the  principles  and  practices  of 
drafting  and  mapping. 

Requires  ability  to:  collect,  analyze  and  interpret  data  pertain- 
ing to  planning  and  zoning  situations;  write  technical  reports;  exer- 
cise tact  and  courtesy  in  working  with  the  public. 

PROMOTIVE  LINES: 

To:   Associate  City  Planner 

From:   Original  Entrance  Examination 


CLASS  TITLE:   ASSOCIATE  CITY  PLANNER  CODE:   5280 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  phases  of  city- 
planning  work;  supervises  or  assists  in  the  preparation  and  designing 
of  planning  research  surreys  and  projects  and  conducts  the  more  difficult 
investigations;  assists  in  the  preparation  of  written  graphic  reports;  and 
performs  related  duties  as  required, 

Requires  responsibility  for:   assisting  in  carrying  out  and  inter- 
preting city  planning  policies  and  procedures;  making  considerable 
continuing  personal  contacts  with  representatives  of  government,  civic 
and  business  organizations  and  the  general  public  in  the  explanation  and 
interpretation  of  the  city  planning  code,  problems  and  policies;  preparing, 
checking  and  reviewing  important  technical  records  involving  the  master 
plan,  capital  improvement  program,  zoning  and  other  city  planning  records. 

EXAMPLES  OF  DUTIES; 

1.  Supervises  and  advises  city  planners  and  other  technical  and 
clerical  personnel  in  performing  city  planning  and  zoning  work;  attends 
hearings,  planning  commission  meetings,  professional  meetings  and  meet- 
ings with  citizen  organizations  and  neighborhood  groups  relative  to  city 
planning  activities, 

2.  Prepares  and  designs  difficult  maps,  charts,  models,  sketches 
and  other  graphic  and  visual  presentations  to  illustrate  studies  of  land 
use;  collects,  tabulates  and  correlates  statistical  data  in  the  form  of 
graphs,  maps  and  charts;  investigates,  researches,  compiles,  analyzes 
and  interprets  social,  economic  and  physical  data  for  use  in  various 
research  reports  and  projects, 

3.  Designs  parcels  of  land  within  and  outside  the  city  for  various 
uses  such  as  parking  areas,  shopping  centers,  residential  subdivisions, 
parks  and  playgrounds  relative  to  the  determination  of  city  land  values 
and  providing  examples  of  certain  kinds  of  development;  reviews  and 
revises  maps  for  conformance  with  minimum  lot  sizes,  lot  patterns, 
population  densities,  landscaping,  streets  and  other  facilities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
city  planning,  architecture,  landscape  architecture,  economics,  civil 
engineering,  sociology  or  geography. 

Requires  four  years  of  city  and  regional  planning  experience  per- 
forming technical  phases  of  city  planning;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  principles,  practices,  purposes,  scopes  and  techniques  of 
various  phases  of  city  planning;  statistical  and  research  methods  and 
the  sources  of  information  and  data  relating  to  city  and  metropolitan 
growth;  accepted  practices  in  highway  and  street  construction,  park  and 


CLASS  TITLE:   ASSOCIATE  CITY  PLANNER  (continued)  CODE:   5280 

recreational  area  design,  land  subdivision,  land  use  and  zoning;  legal 
descriptions  and  federal,  state  and  local  laws  as  they  relate  to  city- 
planning;  principles  and  practices  of  drafting  and  mapping. 

Requires  considerable  ability  to:   collect,  analyze  and  interpret 
data  pertaining  to  planning  and  zoning  situations;  write  technical 
reports;  exercise  tact  and  courtesy  in  working  with  the  public  and 
various  civic  and  governmental  organizations. 

PROMOTIVE  LINES: 

To:   Senior  City  Planner 

From:  Assistant  City  Planner 


CLASS  TITLE:   SENIOR  CITY  PLANNER  CODE:  $28? 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans  and  directs  the  activities  of  a 
planning  division  or  supervises  a  major  study  or  project  group  engaged 
in  professional  city  planning  work;  gathers,  analyzes  and  interprets 
planning  data  and  prepares  recommendations  thereon;  prepares  difficult 
and  complex  technical  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   developing,  carrying  out,  interpret- 
ing, coordinating,  and  enforcing  city  planning  policies  and  methods; 
continuing  personal  contacts  with  responsible  representatives  of 
government,  civic  and  business  organizations  and  the  general  public  in 
connection  with  the  explanation  and  interpretation  of  the  city  planning 
code,  ordinances,  policies,  rules  and  regulations  relating  to  overall 
city  planning  activities;  requires  independent  and/ or  overall  super- 
visory responsibility  for  the  preparation  and  maintenance  of  important 
professional  and  technical  records  and  reports  concerning  the  master 
plan,  capital  improvement  program,  zoning  and  other  city  planning  func- 
tions. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  professional,  technical  and  supervisory 
personnel  as  a  division  head  or  as  a  head  of  a  major  planning  project 
study;  edits  reports,  texts  and  studies  compiled  by  staff  members 
engaged  in  various  segments  of  a  total  project  or  division. 

?.  Designs,  studies,  compiles,  analyzes,  evaluates  and  prepares 
reports  on  the  more  complex  and  difficult  social,  economic  and  physical 
data  for  various  city  planning  projects,  including  capital  improvement 
programs,  zoning,  master  planning  and  metropolitan  problems  in  general; 
collects,  tabulates,  correlates  and  presents  difficult  statistical  data 
involved  in  preparation  of  the  master  plan,  capital  improvement  program 
and  related  city  planning  reports. 

3.   Supervises  the  preparation  and  design  of  the  more  difficult 
maps,  charts,  models,  sketches  and  other  graphic  presentations  to 
illustrate  various  land  use  and  special  city  planning  studies;  investi- 
gates, recommends  and  prepares  changes  for  the  city  planning  code  and 
other  city  planning  legislation. 

1|.   Reviews  referrals  regarding  the  sale,  purchase  and  subdivision 
of  land,  and  vacation  of  streets;  reviews  subdivision  applications, 
redevelopment  and  urban  renewal  proposals  and  plans  with  regard  to 
accuracy,  city  planning  standards,  federal,  state  and  local  laws  and  for 
probable  effects  on  the  surrounding  neighborhoods  and  the  master  plan. 

$.     Addresses  community,  business  and  other  groups  to  explain 
planning  and  zoning  problems  and  promote  good  public  relations  for  the 
planning  department;  may  represent  the  planning  department  at  the  board 
of  supervisors  committee  meetings,  other  government  agencies,  commissions 
or  boards. 


CLASS  TITLEi   SENIOR  CITY  PLANNER  (Continued)  CODE:   5282 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
city  planning,  architecture,  economics  or  civil  engineering. 

Requires  six  years  of  professional  city  planning  experience  perform- 
ing technical  phases  of  city  or  regional  planning,  including  at  least 
two  years  of  responsible  supervisory  experience;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  principles,  practices,  purposes,  scope  and  techniques  of  various 
phases  of  city  planning;  statistical  and  research  methods  and  the  sources 
of  information  and  data  relating  to  city  and  metropolitan  growth;  tech- 
niques applied  to  land  use  and  zoning  administration;  legal  descriptions 
and  federal,  state  and  local  laws  as  they  relate  to  city  planning. 

Requires  considerable  ability  to:   collect,  analyze  and  interpret 
data  pertaining  to  planning  and  zoning  situations;  write  clear  and  con- 
cise technical  reports;  coordinate  assigned  activities  with  other  phases 
of  city  planning;  exercise  tact  and  courtesy  in  working  with  the  public; 
supervise  the  work  of  others. 

PROMOTIVE  LINES: 

To:   City  Planning  Assistant  Director 

From:  Associate  City  Planner 


CLASS  TITLE:   URBAN  RENEWAL  ANALYST  CODE:  5286 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  planning,  organizing  and  directing 
of  housing  and  neighborhood  conservation  and  rehabilitation  studies  and 
programs  in  connection  with  the  over-all  urban  renewal  program;  plans, 
assigns  and  supervises  the  activities  of  subordinate  personnel  engaged 
in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  interpreting  and  coordi- 
nating methods  and  procedures  relative  to  the  implementation  of  urban 
renewal  programs;  making  regular  contacts  with  the  general  public,  other 
departmental  personnel  and  outside  organizations  and  agencies  in  obtain- 
ing and  explaining  the  proposals  and  goals  of  the  urban  renewal  program; 
preparing  and  reviewing  detailed  records  and  reports  relative  to  field 
studies  of  urban  renewal  programs. 

EXAMPLES  OD  DUTIES: 

1.  Organizes  and  supervises  the  work  of  field  inspectors  and  others 
engaged  in  a  variety  of  environmental  and  related  surveys  necessary  to 
the  legal  and  financial  requirements  of  urban  renewal  programs. 

2.  Prepares  and  supervises  the  preparation  of  operational  proce- 
dures, questionaires,  letters  and  other  documents  in  connection  with 
urban  renewal  research  and  implementation  surveys. 

3.  Reviews  and  evaluates  survey  data  and  statistical  material  nec- 
essary to  the  establishment  of  administrative  policies  and  procedures 
concerning  urban  renewal  projects. 

h.  Consults  with  and  makes  recommendations  to  superiors  and  other 
city  agencies  in  connection  with  the  formulation  of  urban  renewal  poli- 
cies, plans  and  programs. 

5.  Makes  field  investigations  of  city  areas  appropriate  for  urban 
renewal  treatment. 

6.  Attends  a  wide  variety  of  community  meetings  concerned  with 
urban  renewal  problems;  advises  and  reports  on  current  urban  renewal 
practices  and  developments. 

7.  Prepares  press  releases,  reports  and  makes  public  appearances 
in  explaining  and  discussing  urban  renewal  programs  and  their  applica  - 
tion  to  the  city. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  city 
planning,  civil  engineering  or  architecture. 

Requires  four  years  of  progressively  responsible  experience  in  plan- 
ning and  implementation  of  housing  and  neighborhood  conservation  and  re- 
habilitation, including  one  year  of  supervisory  experience;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  research  and  survey  methods  and  procedures,  particularly  as  applied 
to  housing  and  environmental  surveys;  all  laws,  regulations  and  ordin- 
ances relating  to  financial  and  legal  aspects  of  urban  renewal  programs. 


CLASS  TITLE:   URBAN  RENEWAL  ANALYST  (continued)  CODE:  $286 

Requires  considerable  ability  to:  analyze,  review  and  make  sound 
recommendations  relative  to  the  results  of  surveys  and  investigations; 
establish  and  maintain  cooperative  relations  with  the  general  public, 
other  city  departments  and  governmental  agencies;  ability  to  plan,  as- 
sign and  supervise  the  work  of  subordinate  personnel. 

Requires  considerable  skill  and  accuracy  in  the  preparation  and 
review  of  statistical  data,  records  and  reports. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Associate  City  Planner 


CLASS  TITLE:   ASSISTANT  CITY  PLANNER  (ZONING)  CODE:   5290 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  beginning  level  technical  plan- 
ning and  investigating  work  in  administering  and  enforcing  the  zoning 
provisions  of  the  city  planning  code;  assists  in  the  preparation  of 
planning,  research,  surveys  and  projects;  collects  and  analyzes  data  on 
zoning  and  other  land  use  problems;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  explaining  and  inter- 
preting city  planning  and  zoning  policies,  regulations  and  procedures; 
making  continuing  personal  contacts  with  the  general  public,  representa- 
tives of  outside  agencies,  groups  and  others,  to  explain  and  interpret 
the  city  planning  code,  policies,  laws,  rules  and  regulations;  preparing, 
maintaining  and  reviewing  important  technical  records  and  reports  of  the 
zoning  division. 

EXAMPLES  OF  DUTIES: 

1.  Investigates  conditions  pertaining  to  variances,  zoning  amend- 
ments, conditional  use  applications  and  use  complaints;  reviews  building 
and  other  permit  applications;  makes  record  searches  and  investigations 
pertaining  to  zoning  matters. 

2.  Explains  and  interprets  the  city  planning  code  relative  to 
regulating  land  use  and  comprehensive  zoning  classifications. 

3.  Makes  zoning  case  studies;  prepares  statistical  and  other 
reports  and  makes  recommendations  to  the  zoning  administrator;  advises 
property  owners  concerning  zoning  ordinances. 

U.   Investigates,  measures  and  sketches  buildings  and  improvements 
in  an  area  showing  distances  from  lot  lines,  height,  volume,  area  and 
use  of  property;  supervises  the  making  of  corrections  in  the  zoning  use 
map  and  zoning  block  books  and  interprets  and  prepares  data  for  maps  and 
exhibits. 

5>.   Processes  building  permits,  zoning  applications  and  other  city 
planning  material;  prepares  and  posts  official  public  zoning  notices. 

6.  Assists  in  the  preparation  of  court  cases  concerning  violations 
of  the  city  planning  code  by  gathering  facts  and  evidence  and  may  appear 
as  a  witness  during  court  proceedings. 

7.  May  assist  in  the  collection  and  analysis  of  data  relating  to 
subdivison  design,  urban  renewal,  rapid  transit  and  other  land  use 
problems . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
city  planning,  public  administration,  architecture,  landscape  architecture, 
civil  engineering,  economics,  sociology  or  geography. 

Requires  one  year  of  experience  in  city  planning,  zoning  or  related 
investigative  work;  or  an  equivalent  combination  of  training  and  experience, 


CLASS  TITLE:   ASSISTANT  CITY  PLANNER  (ZONING)  CODE:   5?90 

(continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
state  laws  and  local  ordinances  governing  and  relating  to  city  planning 
and  municipal  zoning;  practices  and  principals  of  municipal  zoning 
administration  and  city  planning;  principles  and  techniques  used  in 
preparing  maps,  property  descriptions  and  exhibits;  statistical  tech- 
niques and  methods. 

Requires  ability  to:   assist  in  conducting  public  hearings  involving 
zoning  problems;  make  zoning  investigations  and  prepare  difficult  tech- 
nical reports;  plan,  organize  and  supervise  the  work  of  subordinate 
clerical  and  office  employees;  collect,  analyze  and  interpret  city 
planning  and  zoning  data;  speak  and  write  effectively  and  deal  tactfully 
with  the  general  public,  governmental  officials,  professional  and 
technical  persons  and  employees. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Associate  City  Planner  (Zoning) 

From:   Original  entrance  examination 


CLASS  TITLE;   ASSOCIATE  CITY  PLANNER  (ZONING)  CODE:   5292 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  technical 
planning  and  investigating  work  in  administering  and  enforcing  the 
zoning  provisions  of  the  city  planning  code;  explains  and  interprets 
zoning  laws  and  the  planning  code;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  assisting  in  developing,  carrying 
out  and  interpreting  city  planning  and  zoning  policies  and  procedures; 
making  continuing  personal  contacts  with  the  general  public,  represent- 
atives of  outside  interests  and  groups,  and  others,  in  connection  with 
explaining  and  interpreting  the  zoning  code,  ordinances,  policies, 
laws,  rules  and  regulations  relating  to  city  planning  activities;  pre- 
paring, reviewing  and  maintaining  important  technical,  zoning  and 
other  land  use  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Investigates  conditions  pertaining  to  variances,  zoning 
amendments,  conditional  use  applications  and  use  complaints;  re- 
views building  and  other  permit  applications;  makes  difficult  record 
searches  and  investigations  pertaining  to  zoning, 

2.  Explains  and  interprets  provisions  of  the  city  planning  code 
relating  to  regulating  land  use  program  and  comprehensive  zoning 
classifications . 

3.  Makes  difficult  zoning  case  studies;  prepares  reports  and 
makes  recommendations  to  the  zoning  administrator  as  a  result  of  such 
studies;  advises  property  owners  concerning  zoning  ordinances  and 
requirements  for  compliance  with  same. 

U.  Makes  difficult  and  complex  field  investigations; 
measures  and  sketches  buildings  and  improvements  in  an  area  showing 
distances  from  lot  lines,  height,  volume,  area  and  use  of  property; 
supervises  the  correction  of  zoning  use  map  and  zoning  block  books 
and  interprets  and  prepares  data  for  maps  and  exhibits. 

5.  May  process  building  permits,  zoning  applications  and  other 
city  planning  material;  prepares  and  posts  official  public  zoning 
notices. 

6.  Assists  in  the  preparation  of  court  cases  concerning  viola- 
tions of  the  city  planning  code  by  gathering  and  presenting  facts 
and  evidence  and  may  appear  as  a  witness  during  court  proceedings. 

7.  May  supervise  subordinate  city  planning,  zoning,  clerical 
and  other  personnel  in  the  performance  cf  zoning  and  city  planning 
work. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 


CLASS  TITLE:   ASSOCIATE  CITY  PLANNER  (ZONING)  CODE:   £292 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  city  planning,  public  administration,  architecture,  landscape 
architecture,  civil  engineering,  law,  sociology,  geography  or  economics. 

Requires  four  years  of  experience  in  responsible  city  planning 
zoning,  or  related  investigative  work;  or  an  equivalent  combination 
of  training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of;  state  laws  and  local  ordinances  governing  and  relating  to  city 
planning  and  municipal  zoning;  the  practices  and  principles  of  muni- 
cipal, city  planning  and  zoning  administration;  the  principles  and 
techniques  used  in  preparing  maps,  property  descriptions  and  exhibits; 
legal  principles  of  zoning  laws  and  court  decisions  involving  zoning, 
statistical  techniques  and  methods. 

Requires  ability  to:  supervise  and  participate  in  the  holding  of 
public  hearings  involving  complex  and  difficult  zoning  problems;  direct 
zoning  investigations  and  prepare  difficult  technical  reports  thereon; 
plan,  organize  and  supervise  work  of  subordinate  employees;  speak  and 
write  effectively  and  deal  tactfully  and  effectively  with  the  general 
public,  government  officials,  professional  and  technical  persons  and 
employees . 

license:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  City  Planner  (Zoning) 

From:  Assistant  City  Planner  (Zoning) 


CLASS  TITLE:   SENIOR  CITY  PLANNER  (ZONING)  CODE:   $29U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  the  more  difficult  and  complex 
technical  planning  and  investigating  work  in  administering  and  en- 
forcing the  zoning  provisions  of  the  city  planning  code;  explains  and 
interprets  zoning  laws  and  the  planning  code;  prepares  difficult  and 
complex  zoning  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  assisting  in  developing,  carrying 
out  and  interpreting  city  planning  and  zoning  policies  and  procedures; 
making  personal  contacts  with  the  general  public,  representatives  of 
outside  interests,  groups  and  others  in  connection  with  explaining 
and  interpreting  the  zoning  code,  ordinances,  policies,  rules  and 
regulations  relating  to  city  planning  activities;  requires  overall 
supervisory  responsibility  for  the  preparation  and  maintenance  of 
important  professional  and  technical  records  and  reports  relating  to 
zoning  and  related  land  use  activities. 

EXAMPLES  OF  DUTIES: 

1.  Investigates  the  more  complex  and  difficult  conditions  per- 
taining to  variances,  zoning  amendments,  conditional  use  applications 
and  use  complaints;  reviews  difficult  building  and  other  permit  appli- 
cations; supervises  record  searches  and  investigations  pertaining  to 
zoning . 

2.  Explains  and  interprets  difficult  provisions  of  the  city 
planning  code  relating  to  regulating  land  use  programs  and  comprehen- 
sive zoning  classifications  to  subordinates  and  to  the  public. 

3.  Makes  complex  and  difficult  zoning  case  studies;  prepares  re- 
ports and  makes  recommendations  to  the  zoning  administrator  as  a  result 
of  such  studies;  advises  property  owners  concerning  zoning  ordinances 
and  requirements  for  compliance  with  same, 

h-     Makes  difficult  and  complex  field  investigations;  measures 
and  sketches  buildings  and  improvements  in  an  area  showing  distances 
from  lot  lines,  height,  volume,  area  and  the  use  of  property;  super- 
vises the  correction  of  zoning  use  map  and  zoning  block  books; 
interprets  and  prepares  data  for  maps  and  exhibits. 

5.  Supervises  the  processing  of  building  permits,  zoning  appli- 
cations and  other  city  planning  matters;  supervises  the  preparation 
and  posting  of  official  public  zoning  notices. 

6.  Prepares  court  cases  concerning  violations  of  the  city 
planning  code;  gathers  and  presents  facts  and  other  evidence;  may 
appear  as  a  witness  during  court  proceedings. 

7.  Supervises  subordinate  city  planning,  zoning,  clerical  and 
other  personnel  in  the  performance  of  zoning  and  city  planning  work. 


CLASS  TITLE;   SENIOR  CITY  PLANNER  (ZONING)  CODE:  $29h 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  city  planning,  public  administration,  architecture,  civil 
engineering,  law,  sociology,  economics,  landscape  architecture  or 
geography. 

Requires  six  years  of  progressively  responsible  experience  in 
city  planning,  zoning  or  related  investigative  work;  including  two 
years  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowl- 
edge of:  federal  and  state  laws  and  local  ordinances  governing  and 
relating  to  city  planning  and  zoning;  practices  and  principles  of 
city  planning  and  zoning  administration;  principles  and  techniques 
used  in  preparing  maps,  property  descriptions  and  exhibits;  legal 
principles  of  zoning  laws  and  court  decisions  involving  zoning; 
statistical  techniques  and  methods. 

Requires  considerable  ability  to:  supervise  and  participate  in 
the  holding  of  public  hearings  involving  difficult  zonin&  problems; 
direct  difficult  and  complex  zoning  investigations  and  prepare 
difficult  technical  reports;  plan,  organize  and  supervise  work  of 
subordinate  employees;  speak  and  write  effectively  and  deal  tact- 
fully and  effectively  with  the  general  public,  government  officials, 
professional  arid  technical  persons  and  employees. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 

operator's  license. 

PROMOTIVE  LINES: 

To:  Assistant  Zoning  Administrator 
From:  Associate  City  Planner  (Zoning) 


CLASS  TITLE:   ASSISTANT  ZONING  ADMINISTRATOR  CODE:   $296 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  serves  as  chief  assistant  to 
the  zoning  administrator;  represents  the  zoning  division  in  public  or 
official  determinations;  coordinates  and  supervises  the  work  of  sub- 
ordinates and  acts  as  their  technical  advisor  on  all  studies  and  problems 
relating  to  zoning;  advises  and  assists  the  zoning  administrator  and  the 
city  planning  director  in  the  formulation  and  development  of  matters 
relating  to  the  planning  code  and  related  land  use  problems;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   advising  and  assisting  in 
originating,  directing,  developing,  interpreting  and  coordinating  the 
city  planning  code;  making  continuing  responsible  contacts  involving 
difficult  negotiations,  presentation  and  interpretation  of  the  city 
planning  code  and  problems  of  a  professional  and  technical  nature  with 
administrative  officials,  representative  groups  and  the  general  public; 
assisting  in  directing  the  preparation  and  maintenance  of  records  and 
reports  affecting  the  administration  of  the  city  planning  code;  reviewing 
highly  specialized  and  technical  records  and  drawing  conclusions  upon 
which  administrative  decisions  may  be  based. 

EXAMPLES  OF  DUTIES: 

1.  Coordinates  and  supervises  the  work  of  the  zoning  division;  acts 
as  zoning  administrator  in  his  absence. 

2.  Acts  as  technical  advisor  on  all  studies  and  problems  relating  to 
zoning. 

3.  Represents  the  city  planning  department  before  the  board  of 
supervisors  on  legislative  matters  related  to  zoning  and  other  phase?  of 
the  city  planning  code. 

k.      Appears  on  more  complex  and  difficult  cases  before  the  district 
attorney,  municipal  and  superior  courts  relating  to  the  interpretation  of 
the  city  planning  code. 

5.  Reviews  highly  specialized  and  technical  zoning  records;  draws 
conclusions  upon  which  administrative  decisions  on  zoning,  conditional 
uses  and  variances  may  be  based. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
city  planning,  architecture,  landscape  architecture,  public  administration, 
law,  geography,  civil  engineering,  sociology  or  economics. 

Requires  seven  years  of  progressively  responsible  experience  in  the 
administration  of  zoning  laws  and  carrying  out  investigations  for  zoning 
changes  and  adjustments,  including  four  years  of  responsible  supervisory 
and  administrative  experience;  or  an  equivalent  combination  of  training 
and  experience . 


CLASS  TITLE:   ASSISTANT  ZONING  ADMINISTRATOR  CODE:   5296 

( continued) 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   federal,  state  and  local  laws  and  ordinances  governing  and  relating 
to  city  planning^  practices  and  principles  of  municipal  zoning  administra- 
tion; principles  and  techniques  used  in  preparing  maps,  property 
descriptions  and  exhibits;  statistical  methods  and  techniques;  legal 
principles  of  zoning  laws  and  court  decisions  involving  zoning;  prepara- 
tion, maintenance  and  operation  of  a  comprehensive  master  plan  and  zoning 
ordinance. 

Requires  considerable  ability  to:   conduct  public  hearings  involving 
complex  and  difficult  zoning  problems;  direct  the  more  complex  and 
difficult  zoning  investigations;  plan,  organize  and  direct  the  work  of 
subordinate  employees;  design,  analyze,  write  and  edit  research  studies 
and  survey  reports;  deal  courteously  and  effectively  with  the  general 
public,  government  officials,  professional  and  technical  persons  and 
employees;  coordinate  activities  of  the  zoning  division  with  other  city 
planning  activities  and  other  city  departments  and  government  agencies. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   City  Planning  Assistant  Director 
Zoning  Administrator 

From:   Senior  City  Planner  (Zoning) 


CLASS  TITLE:   TRAFFIC  SERVICEMAN  CODE:   £302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  sub -professional  field  and 
office  traffic  engineering  work  in  connection  with  the  installation  and 
maintenance  of  parking  meters  and  traffic  lines  and  signs;  carries  out 
various  surveys  in  connection  with  measurement  of  traffic  flows;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relating  to  traffic  surveys  and  the  installation  and 
maintenance  of  traffic  devices;  making  routine  contacts  with  other 
departmental  personnel  and  the  general  public  relative  to  traffic 
problems;  gathering  and  preparing  ordinary  data  on  traffic  movement 
surveys  and  maintaining  related  records. 

EXAMPLES  OF  DUTIES: 

1.  Installs  traffic  counters  to  record  vehicle  volume  counts; 
tabulates  and  maintains  data  relative  to  such  traffic  volume  counts. 

2.  Makes  field  surveys  and  compiles  data  on  signal  timing  and 
vehicle  speeds. 

3.  Inspects  the  condition  of  traffic  lines  and  lays  out  traffic 
lines  for  painting  according  to  previously  prepared  drawings. 

1|.   Prepares  schedules  for  traffic  line  renewal  and  painting  and 
exercises  work  direction  over  assigned  traffic  painters. 

5>.  Within  prescribed  limits,  determines  location  for  installation 
of  traffic  signs  and  street  name  signs;  makes  field  investigations  and 
inspection  of  damaged  traffic  signs  and  street  name  signs. 

6.  Makes  field  surveys  in  connection  with  the  installation  of 
parking  meters  and  prepares  ordinary  plans  for  parking  meter  instal- 
lation; prepares  work  orders  for  installation  and  removal  of  parking 
meters . 

7.  Receives  and  replies  to  a  variety  of  complaints  regarding 
traffic  signs,  street  name  signs,  parking  meter  installations  and  street 
striping. 

8 .  Performs  a  variety  of  ordinary  drafting  work  involving  parking 
layouts,  traffic  signals  and  sign  locations,  curb  changes  and  pavement 
striping. 

9.  Prepares  reports  and  maintains  records  in  connection  with 
inspectional  and  investigating  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  at  least  three  years  of  progressively  responsible  experience 
in  traffic  checking,  recording  and  inspectional  work,  including 
experience  in  drafting  and  drawing  work;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE j  TRAFFIC  SERVICEMAN  (continued)  CODE:   5302 

Knowledge,  Abilities  and  Skills  a  Requires  good  knowledge  of  s  the 
city  traffic  ordinances,  codes  and  regulations;  traffic  control  and 
measuring  devices  and  of  the  field  procedures  relating  to  various  traffic 
surveys;  the  operation  of  mechanical  recording  devices. 

Requires  ability  to;  prepare  accurate  drawings  and  sketches;  operate 
and  maintain  mechanical  recording  devices;  prepare  and  maintain  ordinary 
operating  records  and  reports. 

Requires  skill  in  the  application  of  field  study  procedures  to 
specific  assignments;  considerable  skill  in  the  use  of  drafting  instru- 
ments. 

PROMOTIVE  LINES: 

To:  Senior  Civil  Draftsman 

Senior  Electrical  Draftsman 
Senior  Mechanical  Draftsman 

From:   Junior  Civil  Draftsman 

Junior  Electrical  Draftsman 


CLASS  TITLE:   ASSISTANT  HYDROGRAPHER  CODE:   £306 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  assisting  in  the  surveying  and 
measurements  of  rivers  and  canal  waters  and  snow  packs  in  the  water 
sheds;  assists  in  the  maintenance  and  repair  of  measuring  structures, 
facilities  and  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  methods 
and  procedures  relative  to  the  gathering  of  hydrologic  and  hydrographic 
data;  making  regular  contacts  with  other  departmental  personnel  and 
outside  organizations  in  connection  with  hydrographic  survey  activities; 
gathering  information  and  preparing  reports  and  records  on  surveys  and 
measurements  of  water  and  snow  conditions.   Nature  of  work  requires 
considerable  physical  effort  relative  to  field  pack  trips  and  surveying 
activities  involving  frequent  exposure  to  serious  injuries,  disagreeable 
weather  elements  and  living  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Makes  periodic  field  trips  by  ski  or  pack  train  in  connection 
with  the  measurement  of  snow  depth,  density  and  water  conditions  at  the 
various  stations  established  on  the  water  shed. 

2.  Services,  repairs  and  maintains  snow  surveying  instruments  and 
equipment;  repairs  and  maintains  plant  facilities  at  the  measuring 
stations. 

3.  Assists  in  taking  and  recording  stream  flow  measurements  at  the 
various  measuring  stations  and  services  and  adjusts  measuring  instruments 
and  related  field  equipment. 

U.     Assists  in  making  calculations  of  data  collected  on  field 
surveying  trips  and  prepares  required  reports  relating  to  the  conditions 
of  snow,  water  and  climate  found  during  such  trips. 

5.  Prepares  food,  material  and  equipment  lay-outs  and  provisions 
for  pack  trains;  cares  for  and  maintains  all  animals,  materials  and 
equipment  involved. 

6.  Maintains  living  facilities  on  the  survey  routes. 

7.  Collects  water  samples  and  makes  routine  analysis  of  samples 
of  various  locations  during  field  survey  trips. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
college,  with  major  course  work  in  pre-engineering  or  forestry,  sup- 
plemented by  one  year  of  practical  surveying  and  hydrographic  field 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
the  operation,  uses  and  maintenance  requirements  of  a  variety  of  snow 
and  water  measuring  instruments  and  equipment;  the  operation  and 
maintenance  of  surveying  instruments;  considerable  knowledge  of:   horses 
and  pack  train  equipment;  the  methods  and  techniques  involved  in  camp 
style  living  in  remote  areas. 


CLASS  TITLE:   ASSISTANT  RTDROGRAPHER  (continued)  CODE:   5306 

Requires  ability  to  work  alone  in  remote  locations;  considerable 
ability  in  horsemanship  and  skiing;  ability  to  read,  record  and  make 
accurate  reports  on  field  investigations  encountered  on  survey  trips; 
considerable  athletic  and  physical  strength  and  ability. 

Requires  considerable  skill  in:   the  use  of  skis  and  the  handling 
of  horses;  the  use  of  a  wide  variety  of  hand  tools  and  small  construction 
equipment. 

PROMOTIVE  LINES: 

To:   Hydrographer 

From:   Original  entrance  examination 


CLASS  TITLE:   HIDROGRAPHER  CODE:   5308 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  measurement  of  river  and 
canal  waters  and  snow  packs  and  the  maintenance  and  repair  of  measuring 
equipment,  instruments  and  related  facilities;  performs  responsible 
technical  and  field  survey  work  in  connection  therewith;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   assisting  in  developing,  interpreting 
and  enforcing  methods  and  procedures  relative  to  the  gathering  of 
hydrologic  and  hydrographic  data;  making  regular  contacts  with  other 
departmental  personnel  and  outside  organizations  in  connection  with 
hydrographic  survey  activities;  gathering  information  and  preparing 
reports  and  records  on  surveys  and  measurements  of  water  and  snow  con- 
ditions.  Nature  of  work  requires:   considerable  physical  effort  relative 
to  field  pack  trips  and  surveying  activities;  frequent  exposure  to 
physical  and  working  conditions  where  serious  injuries  may  be  encountered; 
exposure  to  somewhat  disagreeable  working  conditions  due  to  frequent 
exposure  to  the  elements  and  living  conditions  encountered  on  extended 
survey  trips . 

EXAMPLES  OF  DUTIES: 

la   Supervises  and  participates  in  the  planning,  construction, 
operation,  maintenance  and  repair  of  stream  gaging  stations,  scientific 
instruments,  cabins  and  facilities. 

2.  Makes  computations  of  stream  flow  data,  snow  survey  data  and 
meteorological  data. 

3.  Makes  reports  on  stream  flow,  forecasts  of  runoff  and  precipi- 
tation runoff  studies. 

k.      Organizes  snow  surveys,  pack  trips  and  stream  gaging  trips  as 
needed. 

5.   Coordinates  and  cooperates  closely  with  several  federal  and 
state  agencies  in  gathering  and  interpretation  of  the  basic  data. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
college,  with  major  course  work  in  pre-engineering  or  forestry,  sup- 
plemented by  three  years  of  practical  surveying  and  field  hydrographic 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  operation,  uses  and  maintenance  requirements  of  a  variety  of 
snow  and  water  measuring  instruments  and  equipment;  the  operation  and 
maintenance  of  surveying  instruments;  horses  and  pack  train  equipment; 
the  methods  and  techniques  involved  in  camp  style  living  in  remote  areas. 

Requires  ability  to  work  alone  in  remote  locations;  considerable 
ability  in  horsemanship  and  skiing;  ability  to  read,  record  and  make 
accurate  reports  on  field  investigations  encountered  on  survey  trips; 
considerable  athletic  and  physical  strength  and  ability. 


CLASS  TITLE:   HYDROGRAPHER  (continued)  CODE:   £308 

Requires  considerable  skill  in:   the  use  of  skis  and  the  handling 
of  horses;  the  use  of  a  wide  variety  of  hand  tools  and  small  construction 
equipment . 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Assistant  Hydrographer 


CLASS  TITLE:   SURVEYOR'S  FIELD  ASSISTANT  CODE:   5310 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  elementary,  sub-professional 
surveying  work  as  a  member  of  a  field  survey  party;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  survey- 
ing methods  and  procedures;  preparing  simple  reports  and  calculations 
related  to  survey  work. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  head  or  rear  chainman  in  measuring  distances  between 
points. 

2.  Records  distance,  spring  tension  on  tape  and  temperatures  at 
time  of  measurements  and  readings. 

3.  Physically  measures  distances;  sets  survey  control  points; 
records  distances  and  other  related  data. 

h.      Serves  as  rodman  in  taking  cross-sections. 

5.  Reduces  field  survey  notes  and  makes  simple  mathematical 
computations. 

6.  Serves  as  rodman  in  setting  precise  turning  points  and  estab- 
lishing bench  marks. 

7.  Clears  brush  and  other  obstructions  in  survey  lines. 

8.  Cleans  and  maintains  tools  and  other  surveying  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
courses  in  mathematics  and  trigonometry;  at  least  two  years  of 
experience  as  rodman  or  chainman,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of 
higher  mathematics,  preferably  as  applicable  to  field  survey  work. 

Requires  ability  to:   use  hand  tools  and  surveying  equipment, 
such  as  level  rod,  stadia  rod,  and  engineer's  steel  tape;  keep  routine 
records  and  make  simple  mathematical  computations;  follow  oral  or 
written  instructions. 

PROMOTIVE  LINES: 

To:   Instrument  Man 

From:   Original  entrance  examination 


CLASS  TITLE:   INSTRUMENT  MAN  CODE:   5312 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  operating  surveying 
instruments  as  a  member  of  a  land  surveying  party;  may  supervise  sub- 
ordinate personnel  engaged  in  surveying  activities;  and  performs  related 
duties  as  required. 

Requires  responsibility  for*  carrying  out  and  explaining  existing 
survey  procedures  and  methods;  gathering  and  preparing  ordinary  survey 
notes  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  and  operates  levels,  transits  and  theodolites  in  line 
and  grade,  topographic,  cross  sectioning,  monumenting  and  other  engineer- 
ing and  land  surveys. 

2.  Keeps  field  notes  and  makes  computations  of  distances,  elevations, 
angles  areas  and  traverses. 

3.  Checks  profiles  for  proper  grades,  locates  property  and  lot- 
lines  and  references  permanent  markers. 

h.     Makes  a  various  field  and  office  computations  in  connection  with 
surveying  activities. 

5.   Adjusts  and  maintains  surveying  instruments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  exper- 
ience in  the  operation  and  maintenance  of  surveying  instruments  in  land 
gnd  topographical  surveying  work;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
terminology,  methods,  equipment  and  practices  used  in  performing  various 
kinds  of  land  surveying;  knowledge  of  basic  drafting  procedures  and 
related  mathematics,  particularly  in  the  use  of  algebra  and  trigonometric 
tables. 

Requires  ability  to  operate  and  maintain  all  types  of  surveying 
instruments  with  accuracy  and  to  make  adjustments  to  such  instruments; 
ability  to  maintain  technically  correct  records  of  information  obtained 
during  field  survey  work;  some  ability  in  the  use  of  basic  drafting 
instruments. 

PROMOTIVE  LINES: 

To:   Survey  Party  Chief. 

From:  Surveyor's  Field  Assistant. 


CLASS  TITLE:   SURVEY  PARTY  CHIEF  CODE:   53ll| 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  work  of  a  land 
survey  party  or  parties  engaged  in  a  wide  variety  of  surveying  projects; 
personally  performs  the  more  difficult  and  precise  survey  and  instrument 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  carrying  out  existing 
surveying  methods  and  procedures;  limited  responsibility  for  making 
routine  contacts  with  other  departments  and  contractor  representatives 
in  connection  with  survey  matters;  preparing,  checking  and  reviewing 
important  survey  data  and  notes. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  directs  a  survey  party  in  establishing  line  and 
grade  for  construction  projects,  including  streets,  highways,  tunnels, 
bridges,  buildings  and  pipe  lines. 

2.  Supervises  and  directs  a  survey  party  in  topographical  surveys, 
including  stadia  work,  cross-sections  and  contour  line  setting. 

3.  Supervises  and  personally  participates  in  establishing  and 
maintaining  precise  monument  and  control  lines  and  in  establishing  and 
maintaining  precise  official  elevations  and  survey  lines;  keeps  field 
notes  and  makes  computations  of  distances,  elevations,  angles,  areas 
and  traverses. 

h.      Supervises  and  directs  geodetic  and  lot  and  boundary  line 
surveys . 

5.  Checks  recorded  survey  data  for  completeness  and  accuracy. 

6.  Trains  subordinate  personnel  in  the  use  of  surveying  instru- 
ments and  in  related  technical  methods  and  procedures. 

7.  Maintains  records  and  prepares  reports  of  equipment  and 
materials  used  in  surveying  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible  sur- 
veying experience,  including  some  supervisory  experience;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowl- 
edge of:   the  terminology,  methods,  equipment  and  practices  used  in 
performing  various  kinds  of  land  surveying;  mathematics  and  their 
application  to  surveying  problems;  the  kinds  of  information  and  data 
a  land  survey  party  is  expected  to  obtain. 

Requires  considerable  ability  to:  operate  and  maintain  all  types 
of  surveying  instruments;  compile  and  review  technical  records  and 
data  obtained  in  field  surveys;  plan  and  supervise  the  work  of  a 
small  surveying  group. 


CLASS  TITLE:   SURVEY  PARTY  CHIEF   (continued)  CODE:   £3lU 

Requires  considerable  skill  in:  the  use  of  surveying  instruments 
with  a  high  degree  of  accuracy;  making  adjustments  to  such  instru- 
ments; the  use  of  basic  drafting  instruments. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion. 

From:   Instrument  Man. 


CLASS  TITLE:   ILLUSTRATOR  AND  ART  DESIGNER  CODE:   5320 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  specialized  illustrating  and  art 
work  in  connection  with  the  preparation  of  presentation  drawings, 
publications,  public  information  releases  and  similar  media;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  making  routine  contacts  in  connection 
with  preparation  of  drawings  and  artistic  renderings. 

EXAMPLES  OF  DUTIES: 

1.  Renders  perspective  drawings  and  presentation  drawings  for 
submission  to  appropriate  officials  in  connection  with  building  con- 
struction and  conversion  projects. 

2.  Prepares  a  wide  variety  of  graphs,  charts  and  maps  to  illustrate 
and  provide  comparative  information  on  proposed  projects  and  projects 
under  construction;  prepares  and  designs  the  format,  page  lay-outs  and 
typography  and  executes  various  types  of  plain  and  color  art  work  for  a 
variety  of  publications. 

3.  Paints  and  draws  illustrations  for  use  of  publicity  releases; 
prepares  a  variety  of  illustrations  for  inclusion  in  departmental 
reports. 

li.   Does  artistic  hand  lettering  and  embossing;  arranges  displays 
of  photographs  and  drawings  for  publicity;  designs  and  executes 
exhibit  panels  of  special  projects. 

5.  May  be  assigned  to  drafting  work  in  connection  with  the  prepar- 
ation of  construction  and  landscape  drawings  and  plans. 

6.  May  set  type  for  small  printing  press  or  be  assigned  to  drafting 
and  map  work. 

7.  Takes  a  variety  of  photographs  to  illustrate  various  projects 
in  reports  and  displays. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
specialized  training  in  commercial  art  or  graphic  art,  supplemented  by 
at  least  three  years  of  practical  experience  in  commercial  or  graphic 
art  and  drafting  work;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of:   drawing,  painting,  illustrating  and  drafting;  the  use  of  artist's 
drafting  materials  and  equipment;  various  processes  and  techniques  of 
effective  presentation,  design  and  layout  work;  typography  for  reports, 
formats,  letterheads,  brochures,  posters  and  three-dimensional  displays 
and  exhibits . 

Requires  considerable  ability  in  preparing  hand  sketches,  lettering, 
painting  and  drafting;  the  preparation  of  a  wide  variety  of  artistic 
media . 

Requires  considerable  skill  in  the  use  of  drawing  instruments, 
paints,  brushes  and  similar  materials  and  equipment. 


CLASS  TITLE:   ILLUSTRATOR  AMD  ART  DESIGNER  (continued)     CODE:  $320 
PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From:   Original  entrance  examination 


CLASS  TITLE:   CITY  PUNNING  DRAFTSMAN  CODE:   5328 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  general  drafting  and  design 
work  in  connection  with  city  planning  and  zoning  projects;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
drafting  and  design  methods  and  procedures;  maintaining  and  coding  im 
portant  city  planning  maps,  charts  and  records;  making  occasional 
responsible  contacts  with  other  departmental  personnel,  contractors, 
business  representatives,  and  the  general  public  in  connection  with 
city  planning  plans,  designs  and  zoning  maps;  gathering  data  and  other 
information  relative  to  the  maintenance  of  records  and  preparation  of 
departmental  reports. 

EXAMPLES  OF  DUTIES: 

1.  Delineates  maps,  plans,  charts  and  posters  in  varied  draft- 
ing and  art  media  in  the  development  of  the  master  plan,  including 
design  of  subdivisions,  redevelopment  of  freeways,  streets,  shopping 
centers,  zoning  and  other  city  planning  projects. 

2.  Collects  data  in  the  field  and  from  public  and  private 
agencies  for  making  land  use,  circulation,  appearance  and  zoning 
maps. 

3.  Makes  ordinary  wovking  drawings,  details  and  tracings 
relating  to  city  planning.;  draws,  traces,  letters  and  colors  a  variety 
of  maps,  graphs,  charts  and  similar  materials;  prepares  photographic 
negatives  and  pictures  for  publication  or  public  display;  letters  and 
prepares  posters,  signs  and  visual  aids;  interprets  aerial  photo- 
graphs and  corrects  existing  maps  accordingly. 

U.  Explains  plans  for  the  general  public;  maintains,  catalogues 
and  keeps  current  files  on  maps,  drawings  and  related  records;  assists 
in  assembling  material  for  reports,  texts,  pamphlets  and  other  pub- 
lications. 

S>.   Computes  land  areas;  develops  geometrical  designs,  and  des- 
igns legends  for  maps;  prepares  special  page  lay-outs,  charts  and  sta- 
tistical tables  for  special  reports. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  responsiole  experience  in  drafting  and 
design  work  in  city  planning,  architecture,  landscape  architecture, 
landscape  design,  civil  engineering  or  cartography;  or  an  equival- 
ent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
the  terms  used  in  architecture,  civil  engineering  and  landscape  ar- 
chitecture, arts,  graphic  art  and  city  planning  symbols,  theory, 
details  and  drafting  practices;  drafting  instruments  and  supplies, 
the  city  planning  code  and  policies. 


CLASS  TITLE:    CITY  PLANNING  DRAFTSMAN  CODE:   5328 

(continued) 

Requires  considerable  ability  to:  prepare  accurate  and  complete 
city  planning  renderings,  drawings  and  designs;  apply  city  planning 
techniques  and  methods  to  the  solution  of  important  field  and  office 
problems . 

Requires  skill  and  accuracy  in:  making  city  planning,  architectural 
and  civil  engineering  computation;  the  use  of  drawing  and  related 
instruments;  graphic  art  work  and  the  making  of  a  variety  of  exhibits 
and  prototype  city  planning  models. 

PROMOTIVE  LINES: 

To:   Senior  City  Planning  Draftsman 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  CITY  PLANNING  DRAFTSMAN  CODE:   5330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  city  planning, 
design  and  drafting  work  in  the  preparation  of  land  use,  and  zoning  maps 
and  special  lay-out  work  for  capital  improvements  and  master  plan  reports ; 
plans,  assigns,  and  supervises  the  work  of  subordinate  drafting 
personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  cut  and  enforcing  existing 
city  planning,  design  and  drafting  methods  and  policies  and  coordinating 
these  activities  with  other  city  departments;  making  regular  contacts 
with  other  departments,  outside  organizations  and  representatives  in 
furnishing  and  obtaining  information  necessary  to  the  designing  and 
drafting  of  city  planning  projects;  preparing,  checking  and  reviewing 
important  detailed  and  complex  city  planning  records  and  reports  and 
information  necessary  to  the  design  of  various  projects. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assigns  the  activities  of  subordinate  personnel 
in  the  drafting  division  of  the  city  planning  department;  coordinates 
the  work  with  other  divisions  and  ether  departments. 

2.  Delineates  more  difficult  and  complex  maps,  plans  and  charts 
in  varied  drafting  and  art  media  for,  development  of  the  master  plan, 
including  design  and  planning  of  subdivisions,  redevelopment  areas, 
freeways,  streets,  shopping  centers,  parking  facilities,  parks  and 
zoning  projects. 

3.  Makes  difficult  working  drawings,  details  and  tracings  relating 
to  city  planning;  draws  letters  and  colors  a  variety  of  maps,  graphs, 
charts  and  similar  materials;  prepares  photographic  negatives  and 
pictures  for  publication  or  public  display;  letters  and  prepares  posters, 
signs  and  visual  aids;  interprets  aerial  photographs  and  corrects 
existing  maps  as  appropriate. 

h.     Collects  data  in  the  field  and  from  public  and  private  agencies 
for  making  land  use,  circulation,  appearance  and  zoning  maps;  interprets 
plans  for  the  general  public;  maintains,  catalogues,  and  keeps  current 
files  of  maps,  drawings  and  related  records;  assists  in  assembling  of 
materials  for  reports,  texts,  phamplets  and  other  publications. 

5.  Computes  land  areas;  develops  geometric  designs  and  designs 
legends  for  maps;  prepares  special  page  lay-outs,  charts  and  statistical 
tables  for  special  reports;  constructs  relief  models  of  construction 
projects  and  assembles  and  executes  exhibits  at  various  public  buildings 
and  meeting  places  to  more  fully  explain  planning  problems. 

6.  Photographs  maps,  exhibits  and  various  scenes,  buildings  and 
objects  to  illustrate  planning  publications;  writes  specification  for 
the  printing  of  departmental  reports. 

7 .  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 


CLASS  TITLE:   SENIOR  CITY"  PLANNING  DRAFTSMAN  CODE:   5330 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  eight  years  of  responsible  experience  in  drafting  and  design 
work  in  city  planning,  architecture,  landscape  architecture,  landscape 
design,  civil  engineering  or  cartography;  including  two  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   architecture,  civil  engineering,  landscape  architecture,  art, 
graphic  arts  and  city  planning  terms,  symbols,  detailed  drafting  pro- 
cedures and  theory;  drafting  instruments  and  supplies;  requires  consider- 
able knowledge  of  the  city  planning  code  and  related  policies. 

Requires  comprehensive  ability  to:  prepare  accurate  and  complete 
city  planning  renderings,  drawings  and  designs;  apply  city  planning 
techniques  and  methods  to  the  solution  of  important  field  and  office 
problems;  construct  models,  make  lay-outs,  and  photographic  scenes  for 
city  planning  exhibits. 

Requires  imusual  skill  and  accuracy  in  making  city  planning, 
architectural  and  civil  engineering  computations  and  the  use  of  drawing 
and  related  instruments;  considerable  skill  in  graphic  art  work  and  the 
making  of  a  variety  of  exhibits  and  prototype  city  planning  models. 

PROMOTIVE  LINES: 

To:  Assistant  City  Planner  (If  qualified) 

From:   City  Planning  Draftsman 
Architectural  Draftsman 


GLASS  TITLE;   JUNIOR  ARCHITECTURAL  DRAFTSMAN  CODE?   533U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  architectural  drafting 
work  in  the  office  and  field  in  connection  with  the  preparation  of 
architectural  renderings  and  preliminary  and  working  drawings  of  a  variety 
of  building  construction,  maintenance  and  conversion  projects;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  architectural 
design  and  drafting  methods  and  procedures;  making  routine  contacts 
with  departmental  personnel,  contractors  representatives  in  connection 
with  design  and  drafting  activities;  gathering,  preparing  and  maintaining 
ordinary  technical  records  relative  to  architectural  drafting  matters. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  lay-outs  and  drawings  of  members,  portions  of  structures 
and  component  parts  of  structures;  prepares  ordinary  working  drawings 

of  alterations  and  additions  to  existing  structures. 

2.  Prepares  ordinary  architectural  renderings  of  a  variety  of 
building  and  construction  projects. 

3.  Makes  field  inspections  of  existing  structures  in  order  t6 
detect  errors  in  planning  and  obtaining  information  for  future  planning 
of  construction. 

h.     Assists  in  the  preparation  of  contract  specifications  and 
cost  estimates  for  the  construction  or  conversion  of  buildings  and  simi- 
lar projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  arch- 
itectural design  and  drafting  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  architectural 
symbols,  theory  and  drafting  practices  and  the  use  of  drafting  instruments 
and  supplies;  good  knowledge  of  mathematics  and  its  application  to  arch- 
itectural design  and  drafting  problems! 

Requires  ability  to:   apply  architectural  principles  in  the  solution 
of  ordinary  architectural  design  and  drafting  problems;  prepare  accurate 
architectural  renderings  and  drawings;  make  ordinary  mathematical  compu- 
tations . 

Requires  skill  and  accuracy  in  making  architectural  computations; 
skill  and  neatness  in  the  use  of  drawing  instruments. 

PROMOTIVE  LINES: 

To:  Architectural  Draftsman  and  City  Planning  Draftsman 

From:  Original  Entrance  Examination 


CLASS  TITLE:   ARCHITECTURAL  DRAFTSMAN  CODE:   5336 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  ordinary  architectural  drafting 
work  in  the  field  and  office  in  connection  with  the  preparation  of  pre- 
liminary and  final  archtectural  plans  and  designs  for  the  construction, 
maintenance  and  conversion  of  public  buildings;  may  exercise  limited 
supervision  over  subordinate  personnel  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
architectural  design  and  drawings  techniques  and  methods;  making 
occasional  responsible  contacts  with  other  departmental  personnel, 
contractors  and  business  representatives  in  connection  with  the  prepar- 
ation of  architectural  designs  and  plans;  gathering,  preparing  and 
maintaining  technical  data  and  information  relative  to  the  preparation 
of  architectural  designs  and  plans. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  preliminary  drawings,  plans,  elevations  and  sections 
for  a  variety  of  building  construction  and  maintenance  projects; 
calculates  dimensions  and  develops  component  parts  of  plans  and 
evaluations  of  sections. 

2.  Calculates  quantities  and  prepares  estimates  of  work  performed 
by  contractors  relative  to  partial  payments. 

3.  Checks  shop  drawings  for  conformance  with  approved  drawings, 
designs  and  specifications;  checks  construction  sites  and  verifies  in- 
formation necessary  to  the  completion  of  preliminary  working  drawings. 

h.  Assists  in  coordinating  architectural  drawing  and  design  work 
with  structual,  electrical  and  mechanical  components  of  various  projects. 

5.  Assists  in  the  preparation  of  complex  contract  specifications 
and  documents. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
architectural  design  and  drawing  experience,  preferably  including  some 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
architectural  terms,  symbols,  theory,  details  and  drafting  practices; 
drafting  instruments  and  supplies;  laws,  ordinances  and  regulations 
applicable  to  building  construction,  maintenance  and  repair. 

Requires  considerable  ability  to:   prepare  accurate  and  complete 
architectural  renderings,  drawings  and  designs;  apply  architectural 
techniques  and  methods  to  the  solution  of  practical  field  and  office 
problems. 


CLASS  TITLE:   ARCHITECTURAL  DRAFTSMAN  (continued)        CODE:   5336 

Requires  skill  and  accuracy  in  making  architectural  computations; 
considerable  skill  in  the  use  of  drawing  instruments. 

PROMOTIVE  LINES: 

To:   Senior  Architectural  Draftsman 

From:   Junior  Architectural  Draftsman 


CLASS  TITLE:   SENIOR  ARCHITECTURAL  DRAFTSMAN  CODE:   5338 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  architectural 
design  and  drafting  work  in  connection  with  the  investigation  of  building 
sites,  preparation  of  preliminary  and  final  working  designs  and  drawings, 
and  the  preparation  of  related  specifications  for  a  variety  of  building 
construction,  maintenance  and  conversion  projects;  may  plan,  assign  and 
supervise  the  work  of  subordinate  drafting  personnel  engaged  in  such  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  coordinating  and  enforc- 
ing existing  architectural  design  techniques  and  methods  with  the  various 
departments  involved  in  the  preparation  of  final  design  plans  and 
specifications;  making  regular  contacts  with  other  departments,  outside 
organizations  and  representatives  in  furnishing  and  obtaining  informa- 
tion necessary  to  the  design  and  construction  of  architectural  projects; 
preparing,  checking  and  reviewing  important  detailed  and  complex 
architectural  data  and  information  necessary  to  the  designing  of  various 
>roj acts. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  preliminary  plans 
and  detailed  drawings  for  a  wide  variety  of  complex  construction, 
conversion  and  repair  projects. 

2.  Develops  finished  designs  of  ordinary  projects  and  portions  of 
designs  for  highly  complex  projects. 

3.  Analyzes  and  interprets  calculations,  sketches  and  designs  and 
provides  technical  assistance  to  subordinate  architectural  draftsmen 
engaged  in  such  work. 

U.  Prepares  and  assists  in  the  preparation  of  contract  specifi- 
cations for  various  projects;  coordinates  design  activities  with  those 
responsible  for  the  structural,  mechanical  and  electrical  design  phases 
of  such  projects;  participates  in  conferences  and  discussions  relative 
to  designs,  specifications  and  functional  use  problems. 

5.  Makes  field  inspections  of  proposed  projects  and  projects  under 
construction  in  connection  with  designing  activities;  renders  prospective 
drawings  of  proposed  buildings  for  approval  by  appropriate  agencies. 

6.  Makes  quantity  and  cost  estimates;  checks  shop  drawings  and 
material  samples  proposed  for  substitution  to  determine  if  contract 
specifications  are  complied  with. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
architectural  design,  drafting  and  inspectional  experience,  including 
two  years  of  responsible  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  ARCHITECTURAL  DRAFTSMAN  CODE:   5338 

(continued) 

Knowledge,  Abilities  and  Skills;  Requires  comprehensive  knowledge 
of  architectural  terms,  symbols,  theory,  details  and  designing  practices; 
considerable  knowledge  of  architectural  site  development;  graphic  arts 
and  the  techniques  of  drawing  and  use  of  drawing  instruments* 

Requires  considerable  ability  to;   initiate,  prepare  and  review 
architectural  plans,  specifications  and  estimates:  apply  architectural 
design  principles  and  techniques  in  the  solution  of  complex  and  technical 
architectural  problems . 

Requires  unusual  skill  in  the  application  of  architectural  theory 
to  practical  design  and  construction  problems;  considerable  skill  in  the 
use  of  drawing  instruments . 

PROMOTIVE  LINES: 

To:  No  nonr.al  lines  of  promotion 

From:  Architectural  Draftsman 


CLASS  TITLE:   JUNIOR  MECHANICAL  DRAFTSMAN  CODE:   £31*2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  immediate  supervision,  performs  elementary  mechanical 
drafting  and  tracing  work  in  the  preparation  of  simple  mechanical 
drawings,  diagrams,  charts  and  plans;  performs  a  variety  of  routine 
office  tasks  in  connection  with  such  work;  and  performs  related  duties 
as  required. 

Requires  normal  responsibility  for  following  established  drafting 
and  office  procedures;  the  preparation  and  maintenance  of  routine 
records  and  reports  relative  to  the  preparation  of  mechanical  draw- 
ings. 

EXAMPLES  OF  DUTIES: 

1.  Makes  simple  tracings  and  drawings  of  maps,  charts  and  de- 
signs of  mechanical  lay-outs;  makes  simple  revisions  of  drawings 
and  tracings. 

2.  Makes  simple  mathematical  calculations  in  connection  with 
the  preparation  of  drawings  and  tracings. 

3.  Indexes  and  maintains  files,  plans,  drawings  and  blueprints. 

il.  Prepares  simple  tabulations  and  reports  of  tests  on  com- 
ponents of  mechanical  installations;  assists  in  the  proof  reading 
of  specifications. 

5.  May  make  routine  field  checks  of  existing  conditions  in  the 
preparation  of  plans  and  drawings. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
courses  in  mechanical  drawing  or  closely  related  fields;  or  an  equiva- 
lent combination  of  training  and  experience „ 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  nomencla- 
ture and  drafting  symbols  and  the  use  of  drafting  instruments  and 
supplies;  some  knowledge  of  mathematics  and  its  application  to 
drafting  problems. 

Requires  ability  to  make  routine  and  accurate  mechanical  tracings 
and  drawings;  make  simple  mathematical  computations. 

Requires  some  skill  in  the  use  of  drawing  instruments. 

PROMOTIVE  LINES: 

To:   Mechanical,  Civil,  Electrical  Draftsman 

From:  Original  Entrance  Examination 


CLASS  TITLE:   MECHANICAL  DRAFTSMAN  CODE:  S3kh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  general  mechanical  engineering  draft- 
ing and  design  work  in  connection  with  a  variety  of  construction  and 
maintenance  projects;  makes  mathematical  calculations  relative  to  mech- 
anical drafting  and  design  activities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  carrying  out  existing  drafting  and  de- 
sign methods  and  procedures;  making  routine  contacts  with  other  depart- 
mental personnel  in  connection  with  drawing  and  design  matters;  gather- 
ing, preparing  and  maintaining  ordinary  engineering  data  and  information 
relative  to  design  and  drawing  activities. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  working  drawings,  details  and  tracings,  in  connection 
with  the  preparation  of  plans  and  designs  of  mechanical  phases  of  cons- 
truction maintenance  and  conversion  projects. 

2.  Prepares  plans  and  drawings  from  field  notes  and  other  data. 

3.  Makes  calculations  and  computations  in  connection  with  the  prep- 
aration of  designs,  plans  and  drawings. 

h.      Reviews  mechanical  plans  and  drawings  for  incorporation  into 
final  drawings;  may  review  drawings  and  tracings  prepared  by  others  to 
assure  accuracy  and  technical  sufficiency  and  conformance  with  previous 
instructions. 

5.  Assists  in  the  preparation  of  cost  and  quantity  estimates  and 
contract  specifications  for  various  contracts. 

6.  Makes  field  investigations  in  connection  with  the  preparation 
of  plans  and  drawings. 

7.  Prepares  a  variety  of  charts,  diagrams  and  drawings  relative 
to  the  maintenance  of  engineering  records  and  the  preparation  of  peri- 
odical reports  and  documents. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
courses  in  mechanical  drawing  or  closely  related  fields,  supplemented 
by  at  least  three  years  of  progressively  responsible  experience  in  draft- 
ing, tracing  and  design  work,  preferably  in  the  mechanical  field;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  mech- 
anical nomenclature  and  drafting  symbols  and  the  use  of  drafting  instru- 
ments and  supplies;  higher  mathematics  and  its  application  to  drafting 
and  design  problems;  knowledge  of  construction  methods  and  techniques, 
particularly  as  applied  to  the  mechanical  engineering  designs,  drawings 
and  plans;  considerable  ability  to  make  mathematical  computations. 

Requires  considerable  skill,  accuracy  and  neatness  in  the  use  of 
drawing  instruments. 


CLASS  TITLE:   MECHANICAL  DRAFTSMAN   (continued)  CODE:  S3hh 

PROMOTIVE  LINES: 

To:  Senior  Mechanical  Draftsman 

From:   Junior  Architectural  Draftsman 
Junior  Civil  Draftsman 
Junior  Electrical  Draftsman 
Junior  Mechanical  Draftsman 

City  Planning  Draftsman 


CLASS  TITLE:   SENIOR  MECHANICAL  DRAFTSMAN  CODE:   53U6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  mechanical  engineering 
drafting  work  in  the  preparation  of  plans,  drawings  and  designs  and  the 
mechanical  phases  of  a  variety  of  construction  maintenance  and  conversion 
projects]  makes  complex  mathematical  calculations  relative  to  design  and 
drawing  activities;  may  supervise  subordinate  drafting  personnel  engaged 
in  the  preparation  of  such  plans  and  drawings;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  drafting  and  designing  methods  and  procedures;  making 
occasional  responsible  contacts  with  other  departments,  contractors' 
representatives  and  the  general  public  relative  to  designs,  plans  and 
contract  documents;  preparing,  checking  and  reviewing  important  detailed 
complex  mechanical  drawings,  plans  and  designs. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  a  variety  of  scale, 
detail  and  contract  drawings  and  designs  for  the  mechanical  phases  of 
construction  and  maintenance  projects. 

2.  Makes  difficult  mathematical  calculations  in  connection  with 
design  and  drawing  activities. 

3.  Compiles  operating  costs,  quality  information,  availability  of 
replacement  parts  and  maintenance  requirements  of  a  variety  of  mechan- 
ical equipment. 

U.   Prepares  preliminary  lay-outs  and  plans  for  mechanical  instal- 
lations . 

$.     Makes  field  investigations  of  conditions  and  prepares  sketches 
and  notes  necessary  for  the  preparation  of  designs  and  drawings;  checks 
various  drawings  prepared  by  others  for  accuracy  and  technical  suf- 
ficiency. 

6.  Makes  quantity  and  cost  estimates  and  related  calculations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  includ- 
ing courses  in  mechanical  drawing  or  closely  related  fields,  supplemented 
by  at  least  six  years  of  progressively  responsible  mechanical  drafting 
and  designing  experience,  including  two  years  of  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   mechanical,  nomenclature  and  drafting  symbols  and  the  use  of  draft- 
ing supplies  and  instruments;  drafting  design  theory  and  techniques; 
considerable  knowledge  of  field  survey  work  and  engineering  computations 
relative  to  the  mechanical  drafting  and  design  of  structures  and 
facilities;  considerable  knoxcledge  of  modern  construction  methods, 
particularly  as  they  relate  to  the  mechanical  phases  of  construction 
projects . 


CUSS  TITLE:   SENIOR  MECHANICAL  DRAFTSMAN   (continued)      CODE:   53^6 

Requires  considerable  ability  to:   originate  and  prepare  mechanical 
contract  drawings  and  designs  and  interpret  and  review  such  designs 
prepared  by  others;  make  difficult  mathematical  computations;  assign  and 
supervise  the  preparation  of  mechanical  engineering  drawings  and  designs. 

Requires  considerable  skill  in:   the  use  of  drafting  instruments 
and  supplies;  making  complex  mathematical  computations;  the  application 
of  design  theory  to  practical  designing  problems. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Mechanical  Draftsman 


CLASS  TITLE;   JUNIOR  ELECTRICAL  DRAFTSMAN  CODE:   5350 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  elementary  drafting  and  tracing 
work  in  the  preparation  of  simple  electrical  drawings,  diagraming,  charts 
and  plans;  performs  a  variety  of  routine  office  tasks  in  connection  with 
such  work;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  drafting 
and  office  procedures;  the  preparation  and  maintenance  of  routine  records 
and  reports  relative  to  the  preparation  of  drawings. 

EXAMPLES  OF  DUTIES: 

1.  Makes  simple  revisions  of  maps,  drawings  and  tracings;  makes  simple 
calculations  in  preparation  of  electrical  drawings  and  tracings. 

2.  Modifies  existing  plans  of  lighting  systems  and  circuits. 

3.  Indexes  and  maintains  files,  plans,  drawings  and  blueprints. 

U.  May  make  routine  field  checks  of  existing  conditions  in  connec- 
tion with  the  preparation  of  drawings;  may  assist  in  making  calculations 
and  computations  in  connection  with  preparation  of  drawings  and  plans. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
courses  in  mechanical  drawing,  or  closely  related  fields;  or  an  equiva- 
lent combination  of  training  and  experience „ 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   nomencla- 
ture and  drafting  symbols  and  t-he  use  of  drafting  instruments  and  supplies; 
some  knowledge  of  mathematics  and  electricity  and  its  application  to  draft- 
ing problems. 

Requires  ability  to:  make  neat  and  accurate  tracings  and  drawings; 
make  ordinary  mathematical  computations. 

Requires  some  skill  in  the  use  of  drawing  instruments. 

PROMOTIVE  LINES: 

To:  Architectural  Draftsman,  City  Planning  Draftsman,  Civil  Draftsman, 
Electrical  Draftsman,  and  Mechanical  Draftsman 

From:   Original  Entrance  Examination 


CLASS  TITLES   ELECTRICAL  DRAFTSMAN  CODE;   $3^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  general  electrical  drafting  and  design 
work  in  connection  with  the  electrical  phases  of  a  variety  of  construction 
and  maintenance  projects;  makes  mechanical  calculations  relative  to  draft- 
ing and  design  work;  and  performs  related  duties  as  required,, 

Requires  responsibility  for:   carrying  out  existing  drafting  and  de- 
signing methods  and  procedures;  making  routine  contacts  with  other  depart- 
ment personnel,  relative  to  drawing  and  design  matters;  gathering,  preparing 
and  maintaining  ordinary  engineering  data  and  information  relative  to  design 
and  drawing  activities. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  working  drawings,  details  and  tracings  in  connection  with 
the  preparation  of  electrical  plans  and  designs  for  construction,  mainten- 
ance and  conversion  projects;  prepares  drawings  of  electrical  circuits  for 
a  variety  of  systems  and  installations. 

2.  Makes  field  investigations  and  plots  locations  of  underground 
conduits,  cables  and  electrical  systems. 

3.  Prepares  detailed  drawings  from  sketches  and  other  information  in 
connection  with  the  lay-out  of  electrical  equipment;  makes  ordinary  quan- 
tity estimates. 

U.  Maintains  maps  and  charts  of  the  locations  of  lighting  systems 
circuits. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
courses  in  mechanical  drawing  or  cloeely  related  fields,  supplemented  by 
at  least  three  years  of  progressively  responsible  experience  in  drafting, 
tracing  and  design  work,  preferably  in  the  electrical  field;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   elec- 
trical nomenclature  and  drafting  instruments  and  supplies;  higher  mathe- 
matics and  electricity  and  its  application  to  drafting  and  designing  prob- 
lems; some  knowledge  of  construction  methods  and  materials,  particularly 
as  applied  to  the  electrical  phases  of  construction  projects. 

Requires  ability  to:   prepare  and  interpret  electrical  designs^, 
drawings  and  plans;  considerable  ability  to  make  mathematical  computations. 

Requires  considerable  skill,  accuracy  and  neatness  in  the  use  of 
drafting  instruments - 

PROMOTIVE  LINES: 

To:   Senior  Electrical  Draftsman 

From:   Junior  Electrical  Draftsman 
»   Civil         " 
"   Mechanical    " 


CLASS  TITLE:   SENIOR  ELECTRICAL  DRAFTSMAN  CODE:  Sl6\ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  electrical  drafting 
and  design  work  in  the  preparation  of  plans  and  drawings  for  the  elec- 
trical phases  of  various  construction,  maintenance  and  repair  projects; 
makes  complex  mathematical  calculations  relative  to  design  and  drawing 
activities]  may  supervise  subordinate  drafting  personnel  engaged  in  the 
preparation  of  such  plans  and  drawings;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  drafting  and  design  methods  and  procedures;  making  occas- 
ional responsible  contacts  with  other  departmental  personnel  and  contrac- 
tors' representatives  relative  to  designs,  plans  and  contract  documents 
for  various  construction  projects;  preparing,  checking  and  reviewing  im- 
portant detailed  and  complex  drawings,  plans  and  designs. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  a  variety  of  scale, 
detail  and  electric  contract  drawings  and  designs  from  sketches,  compu- 
tations and  field  notes. 

2.  Makes  difficult  mathematical  calculations  in  connection  with 
the  preparation  of  electrical  lay-outs,  drawings  and  designs. 

3.  Makes  field  investigations  of  existing  conditions  and  prepares 
sketches  and  notes  necessary  for  the  preparation  of  drawings. 

\\.      Checks  various  drawings  prepared  by  others  for  accuracy  and 
technical  sufficiency. 

5.  Makes  quantity  estimates  and  calculations. 

6.  Prepares  and  supervises  the  preparation  of  technical  reports 
and  papers  in  connection  with  electrical  drafting,  designing  and  spec- 
ial activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  with 
courses  in  mechanical  drawing  or  closely  related  fields,  supplemented 
by  at  least  six  years  of  progressively  responsible  drafting  and  design 
experience  in  the  electrical  field,  including  two  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   electrical  nomenclature  and  drafting  symbols  and  the  use  of  draft- 
ing instruments  and  supplies;  drafting  design,  theory  and  techniques; 
considerable  knowledge  of  modern  construction  methods  and  techniques, 
particularly  as  applied  to  the  electrical  phases  of  construction  pro- 
jects. 

Requires  considerable  ability  to  originate  and  prepare  contract 
drawings  and  designs  and  interpret  and  review  such  designs  prepared  by 
others;  make  difficult  mathematical  computations;  ability  to  assign  and 
supervise  the  preparation  of  electrical  engineering  drawings  and  de- 
signs. 


CLASS  TITLE:   SENIOR  ELECTRICAL  DRAFTSMAN  CODE:  $35k 

(continued) 

Requires  considerable  skill  in:   the  use  of  drafting  instruments; 
making  complex  mathematical  computations;  the  application  of  design 
theory  to  practical  design  problems. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Electrical  Draftsman 


CLASS  TITLE:   JUNIOR  CIVIL  DRAFTSMAN  CODE:   5360 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  elementary  drafting  and 
tracing  work  in  the  preparation  of  simple  drawings,  diagrams,  charts 
and  plans;  performs  a  variety  of  routine  office  tasks  related  to  such 
work;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for  following  established  draft- 
ing and  office  procedures;  the  preparation  and  maintenance  of  routine 
records  and  reports  relative  to  the  preparation  of  drawings. 

EXAMPLES  OF  DUTIES: 

1.  Makes  simple  tracings  and  drawings  of  maps,  plates,  charts  and 
designs. 

2.  Makes  simple  revisions  of  maps,  drawings  and  tracings;  makes 
simple  calculations  in  the  preparation  of  drawings  and  tracings. 

3.  Distributes  prints,  designs  and  drawings  to  contractors,  en- 
gineers and  other  interested  parties. 

k.      Indexes  and  maintains  files,  plans,  drawings  and  blueprints. 

5.  Assists  in  proofreading  specifications. 

6.  May  operate  a  variety  of  equipment  in  duplicating  and  reprodu- 
cing plans,  designs  and  drawings. 

7.  May  make  routine  field  checks  of  existing  condition  in  connec- 
tion with  preparation  of  drawings. 

8 .  May  compile  routine  field  information  and  data  relative  to  fu- 
ture engineering  projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  with 
courses  in  mechanical  drawing  or  closely  related  fields;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  nomencla- 
ture and  drafting  symbols  and  the  use  of  drafting  instruments  and  sup- 
plies.  Some  knowledge  of  mathematics  and  its  application  to  drafting 
problems . 

Requires  ability  to:  make  neat  and  accurate  tracings  and  drawings; 
make  simple  mathematical  computations. 

Requires  some  skill  in  the  use  of  drawing  instruments. 

PROMOTIVE  LINES: 

To:   Civil  Draftsman,  Electrical  Draftsman,  Mechanical  Draftsman 
From:   Original  Entrance  Examination 


CLASS  TITLE:   CIVIL  DRAFTSMAN  CODE:   5362 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  general  engineering  drafting  and  design 
work  in  connection  with  a  variety  of  construction  and  maintenance  projects ; 
makes  mathematical  calculations  relative  to  drafting  and  design  activities; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
drafting  and  design  methods  and  procedures;  making  routine  contacts  with 
departmental  personnel  relative  to  drawing  and  design  matters;  gathering, 
preparing  and  maintaining  ordinary  engineering  data  and  information  rela- 
tive to  drawing  and  design  activities. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  working  drawings,  details  and  tracings  in  connection 
with  the  preparation  of  plans  and  designs  of  construction,  maintenance 
and  conversion  projects. 

2.  Makes  calculations  and  computations  in  connection  with  the  pre- 
paration of  designs,  plans  and  drawings. 

3.  Revises  existing  maps  and  drawings  and  prepares  property  sub- 
division and  similar  maps  for  inclusion  in  map  books. 

1|.   Reviews  plans  and  drawings  for  incorporation  into  final  drawings. 

5.  May  check  drawings  and  tracings  prepared  by  others  to  assure 
accuracy,  engineering  sufficiency  and  conformance  to  previous  instructions. 

6.  May  assist  in  the  preparation  of  cost  estimates  and  specification 
preparation  for  various  projects. 

7.  Makes  field  investigations  in  connection  with  the  preparation  of 
plans  and  drawings. 

8.  Constructs  and  revises  basic  city  maps  to  assure  all  surface  and 
sub-surface  changes  have  been  plotted. 

9.  Prepares  various  drafts,  charts,  diagrams  and  drawings  relative 
to  the  maintenance  of  records  and  the  preparation  of  periodic  reports  and 
documents. 

10.   Draws  plans  and  details  from  engineers  notes,  cross-sections  and 
profiles. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
courses  in  mechanical  drawing  or  closely  related  fields,  supplemented 
by  at  least  three  years  of  progressively  responsible  experience  in 
drafting,  tracing  and  design  work;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
nomenclature  and  drafting  symbols  and  the  use  of  drafting  instruments 
and  supplies;  higher  mathematics  and  its  application  to  drafting  and 
design  problems;  knowledge  of:   engineering  survey  techniques;  some 
knowledge  of  construction  methods  and  materials  and  their  uses. 

Requires  ability  to:  prepare  and  interpret  engineering  designs, 
drawings  and  plans;  considerable  ability  to  make  mathematical  compu- 
tations; requires  analytical  ability. 


CLASS  TITLE:   CIVIL  DRAFTSMAN   (continued)  CODE:   5362 

Requires  considerable  skill,  accuracy  and  neatness  in  the  use  of 
drawing  instruments. 

PROMOTIVE  LINES: 

To:   Senior  Civil  Draftsman 

From :   Junior  Civil  Draftsman 

Junior  Electrical  Draftsman 
Junior  Mechanical  Draftsman 


CUSS  TITLE:   SENIOR  CIVIL  DRAFTSMAN  CODE:   536U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  engineering  drafting 
work  in  the  preparation  of  plans  and  drawings  for  the  construction  of  a 
variety  of  structures  and  facilities  and  the  maintenance,  repair  and 
rehabilitation  of  existing  structures  and  facilities;  makes  complex 
mathematical  calculations  relative  to  design  and  drawing  activities; 
may  supervise  subordinate  personnel  engaged  in  the  preparation  of  such 
plans  and  drawings;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  drafting  and  design  methods  and  procedures;  making 
occasional  responsible  contacts  with  other  departments,  contractor 
representatives  or  the  general  public  relative  to  designs,  plans  and 
contract  documents  for  various  construction  projects;  preparing,  check- 
ing and  reviewing  important  detailed  and  complex  drawings,  plans,  designs 
and  calculations. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  supervises  the  preparation  of  a  variety  of  scale, 
detail  and  contract  drawings  and  designs  from  sketches,  computations 
and  field  notes. 

2.  Makes  difficult  mathematical  calculations  in  determining 
dimensions,  elevations,  tie-ins  and  accuracy  of  source  data. 

3.  Prepares  preliminary  layouts  and  plots  contour  topography, 
grades  and  elevations. 

k-      Details  reinforced  concrete  structures  and  related  steel 
members  and  checks  detailed  drawings  prepared  by  others. 

5.  Prepares  preliminary  drawings  and  layouts  relative  to  design 
of  structures  and  facilities. 

6.  Makes  field  investigation  of  conditions  and  prepares  sketches 
and  notes  necessary  for  the  preparation  of  drawings. 

7.  Checks  various  shop  drawings  prepared  by  others  for  accuracy 
and  technical  sufficiency;  lays  out  and  designs  construction  plans. 

8.  Makes  quantity  estimates  and  related  calculations;  prepares 
and  revises  a  variety  of  essential  maps  and  charts. 

9.  Prepares  and  supervises  the  preparation  of  technical  reports 
and  the  maintenance  of  related  records  relative  to  drafting,  design 
and  inspectional  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  with 
courses  in  mechanical  drawing  or  closely  related  fields,  supplemented 
by  at  least  six  years  of  progressively  responsible  engineering  drafting 
and  design  experience,  including  two  years  of  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  CIVIL  DRAFTSMAN   (continued)  CODE:   536U 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  nomenclature  and  drafting  symbols  and  the  use  of  drafting  supplies 
and  instruments;  drafting  design  and  theory  and  techniques;  considerable 
knowledge  of:   field  survey  work  and  engineering  computations  relative 
to  the  drafting  and  design  of  structures  and  facilities;  modern  con- 
struction, methods  and  materials. 

Requires  considerable  ability  to:  originate  and  prepare  contract 
drawings  and  designs  and  to  interpret  and  review  such  designs  prepared 
by  others;  make  difficult  mathematical  computations;  ability  to  assign 
and  supervise  preparation  of  engineering  drawings  and  designs. 

Requires  considerable  skill  in:   the  use  of  drafting  instruments 
and  supplies;  making  complex  mathematical  computations;  the  application 
of  design  theory  to  practical  design  problems. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Civil  Draftsman 


CLASS  TITLE:   COST  ESTIMATOR  CODE:   5370 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  estimating  work 
in  the  analysis  of  probable  construction  methods  of  various  public  work 
projects;  makes  detailed  estimates  of  cost  of  all  work  involved;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
methods  and  procedures  in  relation  to  preparation  of  cost  estimates  and 
analyses;  making  regular  contacts  with  other  departmental  personnel  and 
outside  contractors  in  connection  with  various  project  cost  estimates; 
accumulating,  assembling  and  preparing  detailed  and  complex  work  cost 
analyses. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  various  construction  methods  for  a  wide  variety  of 
public  works  construction  projects,  and  prepares  detailed  estimates  of 
the  probable  cost  of  such  projects. 

2.  Compiles  final  cost  estimates  and  checks  same  against  final 
specifications  as  advertised  for  bid. 

3.  Consolidates  partial  estimates  and  unit  prices  on  material  and 
equipment  provided  by  other  bureaus  into  final  cost  estimates;  prepares 
and  checks  cost  estimates  for  extra  work  required  on  various  public 
works  projects. 

U.   Reviews  and  compiles  a  variety  of  construction  cost  data  to 
serve  as  basic  information  in  making  detailed  construction  cost  estimates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  four  years  of  progressively  responsible  field  and  office 
experience  in  a  wide  variety  of  construction  projects,  preferably 
including  substantial  experience  in  engineering  cost  estimating;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   construction  methods,  materials  and  procedures;  higher  mathematics; 
the  principles  and  practices  of  engineering  cost  estimating. 

Requires  considerable  ability  to:   read  and  interpret  plans,  draw- 
ings and  specifications;  deal  effectively  and  courteously  with  contractors 
and  other  personnel;  analyze  intended  construction  projects  and  prepare 
detailed  and  concise  estimates  and  reports  on  such  projects. 

Requires  considerable  skill  in  the  application  of  construction 
practices  and  theory  to  the  preparation  of  cost  estimates: 


CLASS  TITLE:   COST  ESTIMATOR  (continued)  CODE:   5370 

PROMOTIVE  LINES: 

To:  Associate  Civil  Engineer 

From:   Assistant  Civil  Engineer 

Original  entrance  examination 


CODE :   6000 


INSPECTION  SERVICE 


• 


CLASS  TITLE:   RODENT  CONTROLMAN  CODE:   6102 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  in  an  assigned  district,  locates  rodent  colonies; 
baits  and  sets  traps;  removes  rodents  from  traps,  tags  and  delivers  them 
to  plague  laboratory  for  examination;  and  performs  related  duties  as  re- 
quired . 

Requires  responsibility  for:  carrying  out,  existing  policy  and 
methods  in  effectively  controlling  rodents  in  the  city  and  county;  making 
continuing  contacts  with  the  general  public,  business  organizations  and 
government  agencies  in  connection  with  assigned  activities;  keeping  rout- 
ing public  health  and  other  operational  reports  and  records.   Nature  of 
work  requires  exposure  to  somewhat  disagreeable  working  conditions  in  con- 
nection with  diseased  rodents  and  their  habitat. 

EXAMPLES  OF  DUTIES: 

1.  Makes  field  investigations  in  response  to  citizens  complaints  and 
requests  for  pest  control  services;  advises  on  the  elimination  of  conditions 
causing  pest  infestation  and  on  means  of  exterminating  pests;  inspects 
domestic,  commercial  and  industrial  properties  for  presence  of  rodents; 
places  traps  and  poisons;  gasses  rodent  burrows;  and  obtains  specimens 

for  laboratory  analysis. 

2.  Combs  ecloparasites  from  rodents  for  control  of  plague  and  other 
rodent  borne  diseases;  determines  number  of  parasites  found;  prepares  re- 
lated reports . 

3.  Informs  superior  of  any  unsanitary  conditions  such  as  faulty  gar- 
bage disposal,  inadequate  plumbing,  broken  sewer  pipes,  heavy  infestation 
of  fleas  and  mosquitoes  and  maintains  records  of  all  rodents  caught  and 
other  special  records  and  reports,  as  required, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  with 
courses  in  biological  sciences,  supplemented  by  at  least  one  year  exper- 
ience in  pest  or  rodent  control  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
breeding  places  and  habits  of  rcdents  and  insects  particularly  mosquitoes, 
flies  and  rats;  extermination  methods  and  techniques;  methods  of  prevent- 
ing and  controlling  vector  infestation;  the  functions  of  the  health  de- 
partment and  codes,  ordinances  and  regulations  pertaining  to  rodents  and 
pests . 

Requires  ability  to:   obtain  voluntary  cooperation  of  the  public  in 
prevention  and  extermination  of  rodents  and  pests;  mix  poisons;  set  traps 
and  to  otherwise  exterminate  rodents  and  pests  effectively  and  safely. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Senior  Rodent  Controlman 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  RODENT  CONTROLMAN  CODE:   6IOI4. 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  participates  in  the  activities  of  a 
city -wide  rodent  control  program;  establishes  rodent  control  districts; 
distributes  materials  and  supplies  to  effectively  control  rodent-borne 
diseases;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforcing 
existing  policies  and  methods  to  effectively  control  rodents;  making  regu- 
lar contacts  with  other  departmental  agencies,  merchants,  business  and 
professional  personnel  and  the  public  in  general  in  explaining  procedures 
and  policies  relating  to  rodent  control;  gathering,  preparing  and  main- 
taining statistical,  operating  and  special  public  health  reports;  nature 
of  work  requires  exposure  to  somewhat  disagreeable  working  conditions  due 
to  diseased  rodents  and  their  habitat. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  supervises,  assigns  and  inspects  the  work  of  rodent 
controlmen  in  the  extermination  and  control  of  rodents  and  other  pests. 

2.  Makes  field  investigations  in  response  to  citizens  complaints 
and  requests  for  pest  control  services;  advises  citizens  on  the  elimi- 
nation of  conditions  causing  infestation  and  on  means  of  extermination; 
inspects  domestic,  commercial  and  industrial  properties  for  presence  of 
rodents;  places  traps  and  poisons;  gasses  rodent  burrows;  obtains  speci- 
mens for  laboratory  analysis. 

3.  Combs  ecloparasites  from  rodents  for  control  of  plague  and  other 
rodent-borne  diseases  and  determines  number  of  parasites;  prepares  related 
reports . 

k.     Makes  personal  contacts  with  residents,  business  establishments, 
various  city  departments  and  state  health  department  on  special  rodent 
problems  and  gives  specialized  information  on  such  problems;  makes  daily 
surveys  of  special  areas  and  sets  traps  and/or  distributes  poisons  as 
required. 

5.  Attends  seminars,  conferences  and  institutes  relative  to  the  de- 
velopment of  new  methods  and  techniques  for  the  prevention  and  control  of 
rodent-borne  diseases. 

6.  Prepares  periodic  reports  on  inspectional  activities  and  all  phases 
of  rodent  control  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  with 
courses  in  biological  science,  supplemented  by  at  least  four  years'  ex- 
perience in  pest  and  rodent  control  work,  including  some  supervisory 
experience  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
breeding  places  and  habits  of  rodents,  insects,  particularly  mosquitoes, 
flies  and  rats;  extermination  methods  and  techniques;  methods  of  preventing 
and  controlling  of  vector  infestation;  function  of  the  health  department 
and  the  codes,  ordinances  and  regulations  pertaining  to  rodents  and  pests. 


CLASS  TITLE:   SENIOR  RODENT  CONTROLMAN  (continued)         CODE:   6IOI4. 

Requires  ability  to:   obtain  voluntary  cooperation  of  the  public  in 
prevention  and  extermination  of  rodents  and  pests;  mix  poisons;  set  traps 
and  to  otherwise  exterminate  rodents  and  pests  effectively  and  safely. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Rodent  Controlman 


CLASS  TITLE:  DAIRY  AND  MILK  INSPECTOR  CODE;   6110 

CHARACTERISTICS  OF  THE  CLASS : 

Under  general  supervision,  makes  sanitary  investigations  and  surveys 
of  dairy  farms  and  milk  processing  and  storage  plants  in  the  enforcement 
of  local  ordinances  and  state  laws  pertaining  to  sanitary  milk  production; 
performs  related  work  as  required, 

Requires  responsibility  for:  making  regular  contacts  with  the  gener- 
al public,  business  representatives,  dairy  plant  operators,  farmers,  private 
and  public  organizations,  and  other  departments,  in  connection  with  the 
explanation  of  dairy  and  milk  inspection  laws  and  policies;  keeping  ordi- 
nary records  and  compiling  statistical  reports  and  regular  operational 
reports  of  dairy  and  milk  inspection. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  dairy  farms  to  determine  cleanliness  of  stock,  corrals, 
feeding  areas,  milk  handling  personnel,  equipment  and  farm  buildings, 

2.  Gathers  raw  and  processed  milk  and  milk  products  and  water  samples 
for  laboratory  analysis;  retains  diseased  animals  for  condemnation  by  a 
veterinarian. 

3.  Tests  chemical  solutions  used  in  washing  and  sanitizing  milk  proc- 
essing equipment  for  correct  strength  and  proper  application;  tests  ther- 
mometers on  milk  pasteurizing  equipment  controls  for  proper  operation  and 
attaches  seals. 

k.    Inspects  location  and  construction  of  new  dairy  buildings  for 
compliance  with  the  appropriate  sanitary  codes. 

5.  Interprets  provisions  of  milk  sanitation  laws  and  regulations  to 
dairy  owners;  advises  on  the  causes  of  high  bacteria  count  in  milk,  unsani- 
tary milking  equipment,  proper  feeding  and  care  of  cows,  and  proper  methods 
of  sewage  disposal  and  vector  control. 

6.  Prepares  regular  dairy  farm  inspection  reports  and  rates  dairies 
for  permits  and  annual  permit  renewals. 

7.  Prepares  and  maintains  daily  work  records  and  dairy  farm  record 
cards  showing  results  of  laboratory  analyses  and  inspections. 

8.  Inspects  milk  processing  plants  to  determine  cleanliness  of  milk 
processing  equipment  and  personnel,  plant  yard,  walls,  floors,  ceilings, 
sterilizing  and  pasteurizing  equipment  and  inspects  delivery  vehicles  for 
cleanliness  and  proper  refrigeration  of  milk. 

9.  Interprets  previsions  of  dairy  and  milk  inspection  laws  and  reg- 
ulations to  processing  plant  personnel;  advises  on  illegal  bacteria  count 
and  other  laboratory  findings  and  proper  methods  of  plant  sanitation. 

10.  Cooperates  with  state  and  federal  inspectors  in  conducting  sur- 
veys of  dairy  farms  and  milk  and  milk  products  processing  plants. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  dairy  farming  agriculture,  including  specialized  courses  in  milk 
production  and  processing  fields;  or  graduation  from  a  veterinary  col- 
lege of  recognized  standing;  or  a  certificate  or  evidence  of  successful 
completion  of  the  state  or  California  examination  for  the  class  of 
dairy  inspector  and  eligibility  for  appointment  to  positions  in  that 
class  or  in  an.  equivalent  or  higher  class  level  in  the  state  service 


CLASS  TITLE:  DAIRY  AND  MILK  INSPECTOR  (continued)  CODE:   6110 

engaged  in  the  enforcement  of  the  provisions  of  the  agricultural  code  re- 
lating to  milk  inspections;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills;  Requires  good  knowledge  of:  the 
principles  and  practices  of  environmental  sanitation,  with  particular 
reference  to  dairy  farms,  milk  processing  plants  and  storage  facilities, 
including  water  supply,  sewage  disposal  and  vector  control;  the  principles 
and  practices  relating  to  sanitary  milk  production,  processing  and  handl- 
ing; the  techniques  of  conducting  inspections  of  dairy  farms  and  milk 
processing  plants  and  enforcing  relevant  laws;  provisions  of  the  agricul- 
tural code,  and  local  ordinances  relating  to  milk  sanitation. 

Requires  ability  to?  explain  and  interpret  rules,  regulations  and 
laws;  establish  effective  working  relationships  with  others;  write  and 
speak  effectively. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor' s  license. 

PROMOTIVE  LINES? 

To:  Senior  Dairy  and  Milk  Inspector 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  DAIRY  AND  MILK  INSPECTOR  CODE:   6112 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  inspects  dairy  farms,  milk  processing  plants, 
storage  plants  and  other  milk  producing  and  processing  facilities  in 
connection  with  enforcing  local  ordinances  and  state  laws  pertaining 
to  sanitary  milk  production;  supervises  the  activities  of  subordinate 
personnel  engaged  in  such  work;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for  carrying  out,  interpreting,  coordinat- 
ing and  enforcing  existing  policies  relative  to  dairy  and  milk  inspec- 
tion; making  regular  contacts  with  milk  producing  and  processing 
officials,  other  departmental  personnel  and  the  general  public  relative 
to  inspectional  assignments;  preparing,  checking  and  reviewing  important 
technical  and  statistical  reports  and  records  of  inspectional  activities. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning  and  directing  the  activities  of  a  group  of 
inspectors;  conducts  field  surveys  with  inspectors  to  assure  that  laws 
and  regulations  relating  to  dairy  and  milk  sanitation  are  properly 
followed;  assists  in  compiling  and  preparing  periodic  reports  relating 
to  the  work  of  the  division;  submits  annual  statistical  and  technical 
reports  of  inspectional  activities;  compiles  and  determines  rates  of 
inspection  fees  due  from  dairy  farms  and  milk  processing  plants. 

2.  May  serve  as  department  representative  at  conferences  and 
meetings  with  federal,  state  and  local  agencies  and  various  industrial 
groups  in  matters  pertaining  to  dairy  and  milk  inspection;  conducts 
weekly  conferences  with  subordinate  employees  and  others  concerning 
problems,  procedures  and  courses  of  action  in  inspectional  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  college 
or  university  with  a  baccalaureate  degree,  including  major  course  work 
in  agriculture,  including  specialized  courses  in  dairy  farming  or 
milk  producing  and  processing  fields;  or  graduation  from  a  veterinary 
college  of  recognized  standing;  or  a  certificate  of  evidence  of 
successful  completion  of  the  State  of  California  examination  for  the 
class  of  dairy  inspector,  and  eligibility  for  appointment  to  positions 
in  that  class,  or  in  an  equivalent  or  higher  class  level  in  the  state 
service  engaged  in  the  enforcement  of  the  provisions  of  the  agricultural 
code  relating  to  milk  inspection. 

Requires  two  years  experience  in  the  production,  processing  or  in- 
spection of  milk  or  milk  products;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  know- 
ledge of  the  principles  and  practices  jf  environmental  sanitation, 
as  related  to  dairy  farms  and  milk  processing  plants  and  storage 
facilities-  the  provisions  of  the  state  agricultural  code  and  local 
ordinances  relating  to  milk  sanitations;  the  techniques  of  conducting 
inspections  of  dairy  farms  and  milk  processing  plants  and  enforcing 


CLASS  TITLE  %      SENIOR  DAIRY  AND  MILK  INSPECTOR  CODE:   6112 

( continued) 

relevant  laws;  and  knowledge  of  modern  office  procedures. 

Requires  ability  to  advise,  guide,  and  instruct  others  in  milk 
sanitation  problems  and  requirements;  prepare  extensive  technical  and 
statistical  reports  and  records;  explain  and  interpret  rules,  regula- 
tions and  laws;  establish  effective  working  relationships  with  others; 
write  and  speak  effectively. 

License:  Requires  possession  of  a  valid  stats  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES? 

To?  Chief  Dairy  and  Milk  Inspector 

From:  Dairy  and  Milk  Inspector 


CLASS  TITLE:   CHIEF  DAIRY  AND  MILK  INSPECTOR  CODE:   6llU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  dairy  and 
milk  inspection  activities;  enforces  state  and  local  ordinances  per- 
taining to  milk  sanitation;  represents  the  director  of  public  health 
on  matters  pertaining  to  dairy  and  milk  inspections;  and  performs  re- 
lated duties  as  required. 

Requires  major  responsibility  for  developing,  coordinating,  and 
executing  dairy  and  milk  inspection  policies  and  methods;  continuing 
personal  contacts  with  employees,  representatives  of  organizations  and 
various  groups  involving  discussion,  explanation  and  interpretation 
of  inspectional  policies,  rules  and  regulations;  overall  supervisory 
responsibility  in  directing  the  preparation,  reviewing  and  mainten- 
ance of  inspectional  records  and  reports  affecting  the  operation  and 
maintenance  of  the  dairy  and  milk  inspection  service, 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  coordinates  the  dairy  and  milk 
inspection  program  for  milk  producing,  processing  and  storage 
facilities. 

2.  Takes  action  to  secure  voluntary  compliance  with  regulations 
or  to  initiate  legal  proceedings  against  violators;  holds  office 
hearings  on  cases  and  assists  in  prosecution  when  necessary. 

3.  Reviews  and  evaluates  staff  work  and  programs  by  consulta- 
tion, review  of  reports,  correspondence,  statistical  compilations 
and  personal  field  visits. 

h.      Drafts  changes  in  city  and  county  ordinances  to  comply  with 
new  federal  and  state  laws  pertaining  to  milk  sanitation. 

5.  Represents  the  department  at  converences  and  meetings  with 
federal,  state  and  local  agencies  and  industrial  groups  in  matters 
pertaining  to  dairy  and  milk  inspection. 

6.  Contacts  milk  processing  plant  managers  and  other  dairy  in- 
dustry representatives  en  special  or  difficult  problems  concerning 
milk  inspection. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years 
college  or  university  with  a  baccalaureate  degree,  with  major 
course  work  in  agriculture,  including  specialized  courses  in  dairy 
farming  or  milk  producing  or  processing  fields;  or  graduation  from 
a  veterinary  college  of  recognized  standing;  or  a  certificate  or 
evidence  of  successful  completion  of  the  State  of  California  examina- 
tion for  the  class  of  dairy  inspector  and  eligibility  for  appointment 
to  nositions  in  that  class  or  in  an  equivalent  or  higher  class  level 
in  the  state  service  engaged  in  the  enforcement  of  the  provisions  of 
the  agricultural  code  relating  to  milk  inspection. 

Requires  four  years  of  progressively  responsible  experience  in 
the  production,  processing  or  inspection  of  milk  and  milk  processing 
facilities,  including  two  years  of  responsible  supervisory  ex- 
perience; or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:  CHIEF  DAIRY  AND  MILK  INSPECTOR  (continued)   CODE:  6llU 

Knowledge ,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  administrative  principles  and  practices,  including  the  essentials  of 
budgeting,,  organization  of  dairy  and  milk  inspection  services  and 
methods  of  administrative  control;  the  principles,  problems  and  tech- 
niques of  dairy  and  milk  inspection;  provisions  of  the  agricultural  code 
and  local  ordinances  relating  to  dairy  and  milk  inspection  and  its 
enforcement;  the  developments  in  the  dairy  industry  relating  to  produc- 
tion, processing  and  storage  of  milk  products. 

Requires  ability  to  plan,  organize  and  direct  dairy  and  milk  in- 
spectors; advise,  guide  and  instruct  others  in  dairy  and  milk  inspec- 
tion problems  and  requirements;  interpret  and  review  statistical 
reports  and  draw  conclusions  therefrom;  evaluate  staffing,  equipment 
and  facility  requirements;  explain  and  interpret  rules,  regulations 
and  laws;  establish  effective  working  relationships  with  others;  and 
write  and  speak  effectively. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To :  No  normal  line  of  promotion 

From:  Senior  Dairy  and  Milk  Inspector 


CLASS  TITLE:   SANITATION  AND  HOUSING  INSPECTOR  CODE:   6120 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  in  an  assigned  district,  conducts  sanitation 
inspections  of  food  and  drink  establishments,  housing,  industrial  plants 
and  premises  for  public  health  and  safety  hazards  in  order  to  enforce 
established  laws,  ordinances  and  regulations  pertaining  to  abatement  of 
violations  found;  recommends  appropriate  actions  to  remedy  situations; 
prepares  pertinent  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out  existing  inspectional 
methods  and  procedures  and  explaining  legal  sanitation  and  public  health 
requirements  to  tenants,  property  owners  andothers  involved;  and  achieving 
economies  and/or  preventing  losses  through  proper  inspection  and  enforce- 
ment methods;  making  regular  contacts  with  the  general  public,  tenants, 
property  owners,  storekeepers,  plant  managers  and  others  for  the  purpose 
of  furnishing  information  and  explaining  specialized  matters  pertaining 
to  enforcement  of  sanitary  and  public  health  measures;  preparing  important 
technical  and  specialized  records  and  reports  in  connection  with  inspec- 
tions made  and  violations  found.   Nature  of  work  requires  sustained  physi- 
cal effort  involving  continuous  walking  with  some  bending  and  stooping 
in  doing  inspectional  work  with  occasional  exposure  to  health  and  acci- 
dent hazards  and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Enforces  provisions  of  the  health,  housing,  planning,  and  air 
pollution  codes,  the  state  health  and  safety,  industrial  relations, 
administrative,  agricultural  and  penal  codes,  the  state  general  safety 
orders  and  sanitary  aspects  of  meat  plant  construction. 

2.  Investigates  complaints  involving  dwellings;  takes  necessary 
action  to  abate  illegal  conditions;  coordinates  efforts  with  the  depart- 
ment of  public  works,  bureaus  of  building  inspection,  electrical  inspec- 
tion and  plumbing  inspection  and  with  the  fire  and  police  departments 

in  the  enforcement  of  the  building,  electrical,  plumbing,  fire  and  police 
codes;  appears  as  witness  in  court  litigation  when  required  and  testifies 
in  cases  involving  food  establishments,  housing  and  other  matters. 

3.  Conducts  routine  inspections  of  all  hotels,  apartment  houses  and 
other  multiple  dwellings;  checks  for  sanitation,  general  maintenance  of 
structural  and  operational  features,  light,  ventilation,  use  and  occupancy, 
safety  and  for  compliance  with  applicable  codes;  detects  violations; 
recommends  issuance  or  denial  of  permits  of  occupancy;  advises  building 
owners,  architects,  contractors  and  others  on  methods  of  correcting  vio- 
lations; checks  referred  building  applications  and  plans  for  compliance 
with  applicable  codes  and  provisions;  disapproves  or  requires  specific 
changes;  makes  follow-up  inspections  to  assure  ordered  corrections  have 
been  made;  makes  recommendations  for  condemnation  of  buildings  remaining 
in  violation;  prepares  condemnation  reports;  appears  and  testifies  at 
condemnation  hearings. 

U.   Conducts  food  and  food  and  drink  establishment  inspections, 
including  bakeries,  public  eating  places,  bottling  plants,  candy  manu- 
facturers, candy  stores,  canneries,  caterers,  delicatessens,  egg  dealers, 
fish  dealers,  food  factories,  fruit  and  vegetable  stands,  groceries, 
general  markets,  meat  markets,  poultry  dealers,  food  warehouses  and  other 
miscellaneous  food  establishments;  detects  violations;  orders  corrections 


GLASS  TITLE:   SANITATION  AND  HOUSING  INSPECTOR  (continued)  CODE:   6120 

tc  effect  compliance  with  established  requirements;  advises  operators 
and  employees  on  proper  handling  procedures  and  sanitary  methods;  obtains 
routine  samples  of  products  and  submits  same  for  laboratory  analyses, 
examinations  and  tests;  recommends  issuance  or  denial  of  permits  to 
operate  food  establishments  or  denial  of  renewal  of  existing  permits  if 
violation  is  not  corrected  as  ordered;  appears  and  testifies  at  hearings 
to  enforce  compliance;  prepares  related  notices  to  courts,  records  and 
correspondence  pertaining  to  duties  performed,  observations  made,  vio- 
lations found  and  actions  taken. 

5.  Conducts  miscellaneous  inspections  including  stables,  kennels, 
pet  hospitals  and  pet  shops  for  compliance  with  pertinent  regulations 
and  recommends  issuance  or  denial  of  permit  to  operate;  supervises  fumi- 
gation of  structures  with  poisonous  gases;  investigates  growth  of  poison 
oak  and  other  noxious  weeds;  investigates  debris  and  garbage  accumulations 
on  lots,  streets,  public  places,  yards;  investigates  cases  of  death  due 

to  poisonous  gases;  investigates  infestations  of  rodents  and  other  vermin; 
investigates  mosquito  complaints;  checks  applications  and  plans  for  con- 
struction of  swimming  pools. 

6.  Performs  other  special  and  miscellaneous  duties  as  required,  in- 
cluding sanitation  surveys,  attending  meetings  and  educational  confer- 
ences, giving  talks  to  groups,  conducting  tours  with  students  and  groups 
and  conducting  special  emergency  investigation  of  hazards,  health  and  un- 
sanitary conditions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
sanitation  or  sanitary  engineering,  incluc I       ses  in  public  health, 
administration,  epidemiology,  public  health  statistics,  public  health 
microbiology  and  environmental  sa*. 

Requires  at  least  two  years  experience  within  the  last  three  years 
in  food,  housing,  general  sanitation  and  other  related  inspectional  work; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  okills:  Requires  a  broad  working  knowledge 
of  field  inspection  techniques  and  procedures;  state  laws  and  city  ordi- 
nances, health  department  rules  and  regulations  pertaining  to  the  field 
of  general  sanitation  and  housing  inspection. 

quires  considerable  ability  to  meet  and  deal  with  the  gener 
public,  as  well  as  with  many  differe:  lers,  food 

manufacturing  representatives,  building  owners  and  managers,  tenants,  and 
others;  obtain  effective  cooperation  ai  of  requirements 

to  improve  general  public  health  and  ons  in  assigned 

riot. 

he  state  of 

•i . 

PROM 

t.ion 

: 


CLASS  TITLE:   CHIEF  SANITATION  AND  HOUSING  INSPECTOR       CODE:   6122 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  all  activities 
pertaining  to  sanitation  and  housing  inspection  in  enforcing  state  laws, 
local  ordinances  and  health  department  regulations  pertaining  to  the 
abatement  of  violations  found;  may  personally  participate  in  very  important 
and  very  difficult  investigations  and  in  making  related  recommendations 
and  special  reports;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating,  orig- 
inating and  executing  policies,  methods  and  procedures  pertaining  to 
all  sanitation  and  housing  inspection  activities;  achieving  economies 
and/or  preventing  losses  through  efficient  administrative  enforcement 
of  the  inspectional  activities  and  control  of  expenditures  within 
budget  appropriations;  making  contacts  involving  meeting  and  dealing 
with  persons  of  substantially  high  rank  requiring  explanation  and 
interpretation  of  specialized  matters  and  in  obtaining  desired  actions 
and  results  in  difficult  situations;  preparing,  reviewing  and  approving 
important  specialized  and  technical  inspectional  reports  and  records. 
Nature  of  duties  involves  normal  physical  effort  and  manual  dexterity 
with  little  or  no  accident  nor  health  hazards  and  only  occasional 
exposure  in  unfavorable  elements  when  reviewing  or  participating  in 
field  inspections. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  directs  and  adminsters  all  inspectional  activities 
and  enforces  the  provisions  of  the  city  health,  housing,  planning  and 
air  pollution  codes,  the  state  health  and  safety  industrial  relations, 
administrative,  agricultural  and  penal  codes,  and  the  state  general 
safety  orders  and  sanitary  aspects  of  meat  plant  construction. 

2.  Through  subordinate  district  supervisors  and  assistant  district 
supervisors  and  related  office  and  clerical  personnel,  supervises  the 
investigation  of  complains  involving  dwellings,  including  coordination 
of  efforts  with  the  department  of  public  works,  bureaus  of  building 
inspection  and  electrical  inspection  and  plumbing  inspection  and  with 
the  fire  and  police  departments. 

3.  Plans  and  supervises  inspections  of  hotels,  apartments  and 
other  multiple  dwellings  for  compliance  with  all  applicable  codes  and 
enforcement  of  corrections  of  violations  founds. 

k.     Plans  and  supervises  inspections  of  food  and  drink  establish- 
ments and  enforces  correction  of  non-compliances;  also,  miscellaneous 
inspections  for  compliance  with  applicable  regulations;  reviews  and 
finally  approves  recommendations  for  issuance  or  denial  of  various 
operating  permits, 

5.  Supervises  other  matters  such  as  fumigations  with  poisonous 
gases,  investigation  of  rodent  and  vermin  infestations,  applications 
for  construction  of  swimming  pools  and  other  miscellaneous  public  health 
and  sanitation  inspections. 

6.  As  chief  of  inspectional  services,  appears  and  testifies  at 
hearings  and  court  litigations,  when  necessary,  in  connection  with  final 
efforts  to  enforce  compliances  with  orders  issued  by  the  inspectional 
staff. 


CLASS  TITLE:   CHIEF  SANITATION  AND  HOUSING  INSPECTOR        CODE:  6122 
(continued) 

7.  Personally  participates  in  very  important  field,  investigations 
where  department  policies  are  involved  and  where  problems  are  above  the 
district  supervisors'  level;  makes  decisions  en  compliance  of  unreasonable 
requirements  or  errors  in  interpretation  made  by  inspectional  staff  or 
district  supervisors;  investigates  and  reviews  all  complaints  of  any 

di scourtesy  or  dereliction  of  duties  on  part  of  inspectional  personnel; 
reviews  recommendations  for  suspension  or  dismissals  and  either  approves 
or  disapproves  them. 

8.  Makes  periodic  field  investigation  in  all  inspectional  districts; 
observes  general  conditions  in  each  area;  confers  with  district  supervisors; 
reviews  work  programs  and  performance;  makes  comments  and  suggestions  as 
deemed  necessary  to  improve  the  general  level  of  the  sanitation  and  housing 
inspection  services. 

9.  Participates  with  district  supervisors  in  conferring  with  the 
public,  business  interests,  architects,  engineers,  contractors,  property 
owners  and  others  interested  on  matters  involving  department  policies  and 
legal  enforcement  of  established  regulations;  endeavors  to  resolve 
argumentive  differences  which  cannot  be  concluded  at  the  district  supervisor's 
level . 

10.  In  company  with  district  supervisor,  confers  with  representatives 
of  state  department  of  agriculture,  other  state  representatives,  as  well 
as  with  representatives  of  the  federal  government  relating  to  sanitation 
and  housing  functions  and  activities. 

11.  Reviews  written  reports  to  the  director  of  public  health  or  other 
agencies,  analyses  monthly  reports  of  all  activities;  makes  and  directs 
appropriate  changes  before  transmitting  same. 

12.  Prepares  annual  budgdt  estimates  for  conduct:  ng  the  sanitation 

and  housing  inspection  activities;  subsequently  c  i      ~xpenditures  within 
budgetary  appropriations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree  with  major  course  work  in 
sanitation  or  sanitary  engineering,  including  courses  in  public  health  and 
administration,  epidemiology,  pub;  sties,  public  health 

microbiology  and  environmental  sanitation. 

Requires  at  least  ten  years  experience  within  the  last  twelve  years 
in  food,  housing,  general  sanitation  and  other  related  inspectional  work, 
of  which  five  years  shall  have  been  as  a  district  supervisor  -  sanitation 
and  housing  inspection,  or  assistant  district  sanitation  and 

housing  inspection,  or  an  equivalent  combination  of  training  and  experience, 


CLASS  TITLE:   CHIEF  SANITATION  AND  HOUSING  INSPECTOR       CODE:   6122 
(continued) 

Knowledge,  Abilities  and  Skills:  Requires  broad  working  knowledge 
of  field  inspection  techniques  and  procedures  and  of  the  related  office 
routines,  forms,  documents  and  reports;  laws  and  city  ordinances  and 
health  department  rules  and  regulations  pertaining  to  the  field  of 
general  sanitation  and  housing  inspection. 

Requires  exceptional  skill  and  ability  to  meet  and  deal  with  the 
general  public  as  well  as  with  many  different  food  vendors,  retailers, 
food  manufacturing  representatives,  building  owners  and  managers,  tenants, 
and  others;  obtain  and  enforce  effective  cooperation  and  understanding  of 
requirements  to  improve  general  public  health  and  sanitary  conditions 
in  the  assigned  district;  organize  and  effectively  supervise  district 
supervisors,  sanitation  and  housing  inspectors  and  auxiliary  office  and 
clerical  personnel,  speak  effectively  and  explain  legal  requirements; 
analyze  overall  reports  and  statistics  and  to  plan  inspectional  programs. 

License:  Requires  registration  as  a  sanitarian  in  the  state  of 
California. 

PROMOTIVE  LINES: 

To:    Nc  normal  Line  of  promo  "ion. 

From:  District  Supervisor,  Sanitation  and  Housing  Inspection 


CLASS  TITLE:   ASSISTANT  DISTRICT  SUPERVISOR,  CODE:   6l2i| 

SANITATION  AND  HOUSING  INSPECTION 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  in  an  assigned  district,  supervises  a 
number  of  sanitation  and  housing  inspectors  in  the  regular  inspection 
of  food  and  drink  establishments,  housing,  industrial  plants  and  premises 
for  public  health  and  safety  hazards  in  order  to  enforce  established  laws, 
ordinances  and  regulations  pertaining  to  the  abatement  of  violations  found; 
personally  conducts  special  investigations  of  important  and  difficult  cases 
and  makes  recommendations  and  special  reports;  and  performs  related  duties 
as  required, 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforcing 
existing  laws,  ordinances,  policies,  methods  and  procedures  in  the  dis- 
trict supervised;  provides  opportunity  to  achieve  economies  and/or  pre- 
venting losses  through  efficient  organization  and  supervision  of  inspection 
programs  and  assignments;  making  regular  contacts  with  the  general  public, 
other  departments,  or  representatives  of  outside  organizations  for  obtain- 
ing and  furnishing  information  or  explanations  on  specialized  matters; 
gathering,  checking  and  reviewing  important  detailed  inspectional  records 
and  reports;  nature  of  work  requires  normal  physical  effort  and  manual 
dexterity  with  occasional  exposure  to  accident  and  health  hazards  and  dis- 
agreeable elements  when  conducting  or  reviewing  field  inspections. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  inspectional  activities  and  enforces  the 
provisions  of  the  health,  housing,  planning,  and  air  pollution  codes,  the 
state  health  and  safety,  industrial  relations,  administrative,  agricultural 
and  penal  codes  and  the  state  general  safety  order  and  sanitary  aspects  of 
meat  plant  construction. 

2.  Supervises  the  investigation  of  complaints  involving  dwellings, 
including  coordination  of  efforts  with  department  of  public  works,  bureaus 
of  building  inspection  and  electrical  inspection  and  plumbing  inspection 
and  with  the  fire  and  police  departments. 

3.  Supervises  inspections  of  hotels,  apartment  houses  and  other 
multiple  dwellings  for  compliance  with  all  applicable  codes  and  enforce- 
ment of  corrections  of  violations  found. 

i|.   Supervises  inspection  of  food,  and  food  and  drink  establishl- 
ments;  enforces  correction  of  non-compliances;  supervises  miscellaneous 
inspections  for  compliance  with  pertinent  regulations;  reviews  and  ap- 
proves recommendations  for  issuance  or  denial  of  related  operating  per- 
mits; supervises  fumigations  with  poisonous  gases;  supervises  investi- 
gation of  cases  of  rodent  and  vermin  f.inf estations ;   approves  applica- 
tions and  plans  for  construction  of  swimming  pools;  supervises  other 
miscellaneous  public  health  and  sanitation  inspections. 

5.  Appears  and  testifies  at  hearings  and  court  litigations  in 
connection  with  final  efforts  to  enforce  violations  and  non-compliance 
with  order  issued  for  their  abatement. 

6.  Conducts  special  investigations  and  surveys  as  assigned; 
attends  and  participates  in  meetings  and  educational  conferences. 

7.  Prepares  periodic  and  special  reports  on  work  performance, 
accomplishments  and  various  aspects  of  general  sanitation  and  housing 
conditions  in  the  assigned  district. 


CLASS  TITLE:   ASSISTANT  DISTRICT  SUPERVISOR,  CODE:   612U 

SANITATION  AND  HOUSING  INSPECTION  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course  \. 
work  in  sanitation  or  sanitary  engineering,  including  courses  in  public 
health  and  administration,  epidemiology,  public  health  statistics,  pub- 
lic health  microbiology  and  environmental  sanitation. 

Requires  at  least  five  years  experience  within  the  last  seven  years 
in  food,  housing,  general  sanitation  and  other  related  inspectional  work; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  broad  working  knowledge 
of:   field  inspection  techniques  and  procedures  and  of  related  office 
routines,  forms,  documents  and  reports;  state  laws  and  city  ordinances 
and  health  department  rules  and  regulations  pertaining  to  the  field  of 
general  sanitation  and  housing  inspection. 

Requires  skill  and  ability  to:  meet  and  deal  with  the  general  pub- 
lic as  well  as  with  many  different  food  vendors,  retailers,  food  manu- 
facturing representatives,  building  owners  and  managers,  tenants  and 
others;  obtain  and  enforce  effective  cooperation  and  understanding  of 
requirements  to  improve  general  public  health  and  sanitary  conditions  in 
the  assigned  district;  organize  and  effectively  supervise  a  number  of 
sanitation  and  housing  inspectors  and  auxiliary  office  and  clerical 
personnel. 

License:   Requires  registration  as  a  sanitarian  in  the  State  of 
California. 

PROMOTIVE  LINES: 

To:   District  Supervisor,  Sanitation  and  Housing  Inspection 

From:   Sanitation  and  Housing  Inspector 


CLASS  TITLE:   DISTRICT  SUPERVISOR,  SANITATION  CODE:   6126 

AND  HOUSING  INSPECTION 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  an  assistant  district  supervisor  and  a 
number  of  sanitation  and  housing  inspectors  in  the  regular  inspection 
of  food  and  drink  establishments,  housing,  industrial  plants  and  premises 
in  an  assigned  district,  for  public  health  and  safety  hazards,  in  order 
to  enforce  established  laws,  ordinances  and  regulations  pertaining  to 
the  abatement  of  violations  found;  personally  conducts  special 
investigations  of  highly  important  and  especially  difficult  cases  and 
makes  recommendations  and  special  reports  thereon;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpreting, 
coordinating  and  enforcing  existing  laws,  ordinances,  policies,  methods 
and  procedures  in  the  district  supervised;  achieving  considerable 
economies  and/or  preventing  considerable  losses  through  efficient  and 
overall  organization  and  supervision  of  inspection  programs  and  assign- 
ments; making  regular  contacts  with  the  general  public,  other  departments, 
or  representatives  of  outside  organizations  and  dealing  with  persons  of 
substantially  high  rank  in  obtaining  and  furnishing  information  or 
explanations  on  specialized  matters  and  in  obtaining  compliance  with 
orders  issued;  requires  overall  supervisory  responsibility  for  important 
insuectional  and  technical  records  in  the  assigned  district.  Nature  of 
work  requires  normal  physical  effort  and  manual  dexterity  with  occasional 
exposure  to  accident  and  health  hazards  and  disagreeable  elements  when 
conducting  or  reviewing  field  inspections. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  is  directly  responsible  for  the  work  assign- 
ments and  performance  of  an  assistant  district  supervisor,  several 
sanitation  and  housing  inspectors  and  auxiliary  office  and  clerical 
personnel;  reviews  reports  and  findings  of  inspectors;  interprets 
applicable  laws,  ordinances,  directive  and  established  policies  and 
procedures. 

2.  Prepares  work  schedules  and  assignments  for  office  and  field 
activities,  investigations,  and  special  surveys  relating  to  food,  housing, 
urban  renewal,  industrial  hygiene,  air  pollution,  vector  control,  and 
mosquito  control  and  abatement. 

3.  Conducts  spot  inspections  to  determine  efficiency  of  inspection 
work;  confers  with  assistant  district  supervisor  and  assigned  personnel 
on  all  problems  concerning  both  office  and  field  activities;  advises  on 
best  procedures  in  order  to  insure  maximum  degree  of  compliance. 

h.     Consults  with  outside  individuals  and  representatives  of  various 
concerns  and  establishments  regarding  compliance  with  regulatory  require- 
ments and  order  issued,  and  to  work  out  disputes  or  misinterpretations 
of  existing  provisions. 

5.   Personally  conducts  investigations  of  a  highly  important  or 
special  nature  such  as  complaints  of  unreasonable  requirements,  matters 
requiring  more  experienced  judgment,  and  complaints  dealing  with 
alleged  unfairness  of  inspectors. 


CLASS  TITLE;   DISTRICT  SUPERVISOR.  SANITATION  CODE:   6126 

AND  HOUSING  INSPECTION  (continued) 

6.  Makes  final  recommendations  for  issuance  of  warrants,  citations 
and  of  any  further  action  required  to  secure  compliance  with  local,  state 
or  other  existing  regulations 3  makes  final  recommendations  for  condem- 
nation of  properties  when  owners  fail  to  comply  with  statutory  require- 
ments; attends  condemnation  hearings  and  court  litigations  in  connection 
with  specific  charges  and  violations;  exercises  independent  judgment  in 
quarantining  and  condemning  unsatisfactory  foodstuffs. 

7.  Confers  with  architects s    contractors  and  attorneys  on  plans 
and  specifications  for  new  structures  or  rehabilitation  of  existing 
buildings  in  order  to  achieve  compliance  with  building  and  housing  codes 
and  regulations. 

8.  Accompanies  representatives  of  the  state  department  of 
agriculture  on  field  Inspections  of  meat  processing  plants;  confers 
with  members  of  other  governmental  jurisdictions  or.  matters  relating  to 
specific  activities  and  interpretation  of  applicable  regulations. 

9.  Confers  with  other  district  supervisors  of  sanitation  and 
housing  for  discussion  of  mutual  problems,  work  programs  and  personal 
performance;  attends  other  departmental  and  outside  meetings  on  subject 
relating  to  sanitation  and  housing. 

10.  Observes  routine  office  procedures  and  field  activities  for 
purposes  of  improving  forms,  techniques  and  overall  performance. 

11.  Reviews  reports  of  completed  work  assignments  of  both  field  and 
office  activities;  prepares  periodic  consolidated  reports  of  district 
sanitation  and  housing  inspections  and  overall  conditions;  conducts 
periodic  staff  meetings  for  purposes  of  disseminating  new  information 
and  clarification  of  existing       ments,  policies,  methods  and  pro- 
cedures; analyzes  reports  and  activities  of  office  and  clerical  personnel 
for  compliance  of  essential  information  and  statistical  data. 

12.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  completion  of  a  four  year  college 

or  university  with  a  baci  agree,  with  major  course  work  in 
sanitation  or  sanitary  engine*  ling  cou  -ses  in  public  health 

and  administration,  epidenr  alth  statistics,  public  health 

microbiology  and  environmental 

Requires  at  least  seven  years  of  experience  within  the  last  ten 
years  in  food,        .  gener.-i:  and  ether  related  inspectional 

work,  of  which  two  years  shall  have  bnen  as  an  assistant  district 
supervisor,  sanitation  nuivalent  combin- 

ation of  training  and  exp< 

Knowledge,  Abiliti'.  id  working  knowledge 

field  Inspection  s  and  related  office 

routines,  form3,  city  ordinances 

general 

sanitation  and  housing  inn 


CLASS  TITLE:   DISTRICT  SUPERVISOR,  SANITATION  CODE:   6126 

AND  HOUSING  INSPECTION  (continued) 

Requires  exceptional  skill  and  ability  to:  meet  and  deal  with  the 
general  public  as  well  as  with  many  different  food  vendors,  retailers, 
food  manufacturing  representatives,  building  owners  and  managers,  tenants, 
and  others;  obtain  and  enforce  effective  cooperation  and  understanding 
of  requirements  to  improve  general  public  health  and  sanitary  conditions 
in  the  assigned  district;  organize  and  effectively  supervise  assistant 
district  supervisor,  and  sanitation  and  housing  inspectors,  and 
auxiliary  office  and  clerical  personnel. 

License:   Requires  registration  as  a  sanitarian  in  the  state  of 
California. 

Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Chief  Sanitation  and  Housing  Inspector 

From:   Assistant  District  Supervisor,  Sanitation  and  Housing 
Inspection 


CLASS  TITLE:   INDUSTRIAL  WASTES  INSPECTOR  CODE:   6130 

CHARACTERISTICS  OF  THE  CLASS 

Under  general  supervision,  inspects  industrial  establishments  for 
compliance  with  the  industrial  wastes  ordinance;  plans  and  carries  out 
various  surveys  of  such  establishments  and  recommends  remedial  action 
where  violations  are  found;  and  performs  related  work  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  provisions 
of  the  industrial  wastes  code;  making  regular  contacts  with  other  depart- 
mental employees,  representatives  of  outside  industrial  organizations  and 
the  general  public  in  connection  with  providing  information  and  enforcing 
the  code  provisions;  gathering  information  and  preparing  reports  on  in- 
spectional  activities. 

EXAMPLES  OF  DUTIES: 

1.  Collects  samples  of  waste  water  from  industrial  plants  and  submits 
samples  for  laboratory  analysis. 

2.  Reviews  results  of  such  analysis  to  determine  compliance  with  the 
industrial  wastes  ordinance;  recommends  remedial  action  when  necessary. 

3.  Inspects  industrial  plants  to  determine  character  and  volume  of 
waste  water  discharged  into  city  sewerage  system. 

h.      Investigates  reports  and  complaints  of  contaminated  water  due  to 
improper  disposal  of  industrial  wastes. 

5.  Maintains  records  of  inspection  activities  and  prepares  related 
reports . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  year  college  or 
university  with  a  baccalaureate  degree,  including  major  course  work  in  sani- 
tary or  mechanical  engineering;  two  years  of  progressively  more  responsible 
experience  in  sanitation  work,  preferably  in  the  field  of  investigating  and 
inspecting  sanitary  facilities  and  industrial  plants;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  industrial  wastes  code  and  its  application  to  industrial,  business  and 
private  uses  of  sewage  collection  and  treatment  facilities;  the  techniques 
and  methods  of  sanitary  engineering  in  connection  with  the  interpretation 
and  enforcement  of  the  code  provisions. 

Requires  considerable  ability  to:   evaluate  sanitary  conditions  and 
recommend  remedial  action  on  conditions  in  violation  of  the  code;  enforce 
corrective  measures  with  tact  and  courtesy. 

PROMOTIVE  LINES: 

To:   Associate  Civil  Engineer 

From:   Original  Entrance  Examination 


CLASS  TITLE:   HCSE  INSPECTOR  CODE:   6202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  inspects,  tests  and  gauges  all  city  fire 
hose  and  suctions  to  assure  conformance  with  established  specifications; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  making  regular  contacts  with  other 
departmental  personnel  and  manufacturers '  representatives  relative  to 
inspection  3nd  purchase  of  fire  hoses  and  related  equipment;  preparing 
and  reviewing  reports  of  inspections,  laboratory  analyses,  hose  tests 
and  fabrication. 

EXAMPLES  OF  DUTIES 

1.  Inspects,  tests  and  gauges  all  city  fire  hosing  sections,  coup- 
lings and  fittings  for  conformance  to  standard  specifications;  may  assist 
in  and  make  recommendations  concerning  changes  in  specifications  for  such 
equipment. 

2.  Makes  physical  and  hydrostatic  tests  of  hoses  and  related  equip- 
ment and  prepares  samples  for  chemical  or  laboratory  analysis  and  testing. 

3.  Makes  physical  inspection  of  the  manufacture  of  hoses,  castings 
and  couplings  to  assure  conformance  with  specifications. 

h.      Compiles  test  reports  and  maintenance  performance  records  and 
stock  records  on  all  fire  hoses. 

5>.   Inspects  and  condemns  hoses  unfit  for  further  use;  is  respon- 
sible for  distributing  and  rotating  hose  use  between  the  various  fire 
companies. 

MINIMUM  QUALFI CATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  three  years  of  progressively  more  responsible  experience 
in  the  inspection,  purchasing  or  maintenance  and  repair  of  fire  hoses  and 
similar  type  of  fire  fighting  equipment;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
specification  requirements  of  fire  hoses  and  fittings;  the  methods  and 
techniques  used  in  the  fabrication  of  fire  hose  and  their  strengths  and 
uses. 

Re  quires  ability  to:   analyze  and  evaluate  tests  and  laboratory- 
results  and  to  make  recommendations  on  changes  in  specifications;  main- 
tain records  and  prepare  reports  relative  to  inspectional  activities. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   SEWER  GAS  TESTER  CODE:   6208 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  is  responsible  for  making  routine  tests  of  the 
city  sewer  system  for  detection  of  explosive  or  toxic  gases;  operates 
mobile  testing  unit  in  connection  therewith;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   following  established  procedures  and 
methods  in  connection  with  sewer  testing  activities;  making  routine 
contacts  with  other  departmental  personnel  and  the  general  public  on  sewer 
testing  activities;  maintaining  records  and  preparing  routine  reports  of 
inspections  made. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  and  operates  testing  equipment  at  various  locations  and 
records  results. 

2.  Searches  for  and  locates  gas  leaks;  reports  such  leaks  to 
appropriate  authority  for  correction  when  presence  of  gas  is  above 
prescribed  limits. 

3.  Maintains  records  of  test  locations  and  results  and  prepares 
routine  reports  on  same. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  one  year  of  experience  in  making  routine  laboratory 
or  field  tests  of  toxic  or  explosive  gases;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   the 
geographic  location  of  the  city  sewer  system;  techniques  and  methods 
involved  in  sampling  and  testing  for  toxic  and  explosive  gases  within 
the  system. 

Requires  ability  to:   adjust  and  operate  gas  testing  equipment; 
maintain  routine  records  and  prepare  reports  on  testing  activities. 

License:   Requires  possession  of  a  valid  state  chauffeur's  license. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE;   STREET  LIGHTING  INSPECTOR  CODE:   6212 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  investigations  and  inspectional 
work  in  connection  with  the  contractual  maintenance  of  the  city-owned 
street  lighting  systems;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  contractual 
provisions  in  connection  with  the  maintenance  and  operation  of  the  street 
lighting  system;  making  regular  contacts  with  the  general  public,  other 
departmental  personnel  and  outside  organizations  relative  to  the  street 
lighting  system;  preparing  and  checking  field  reports,  maps,  charts  and 
other  data  relating  to  street  lighting  maintenance  and  operations. 

EXAMPLES  OF  DUTIES: 

1.  Makes  continuing  inspections  of  the  street  lighting  system  for 
damage  or  deterioration  of  lighting  facilities;  determines  repairs,  re- 
placement or  maintenance  requirements  of  such  facilities,  including  the 
preparation  of  cost  estimates. 

2.  Prepares  service  orders  directing  the  contractor  to  perform  the 
necessary  work  involved  and  makes  follow-up  inspection  to  assure  such 
work  has  been  properly  completed. 

3.  Reviews  bills  submitted  by  the  contractor  relative  to  work 
orders  initiating  repair  or  maintenance  work. 

k.     Makes  routine  night  inspections  of  street  lighting  facilities 
in  operation;  inspects  lighting  facilities  installed  in  new  streets  and 
subdivisions  prior  to  acceptance  by  city  for  its  operation. 

5.  Investigates  complaints  and  requests  for  service  and  requests 
for  relocation  of  street  lighting  facilities  and  prepares  recommendations 
for  corrective  measures. 

6.  Collects  field  data  in  connection  with  the  preparation  of  lighting 
systems,  maps,  charts  and  related  records;  supervises  the  drafting  and 
preparation  of  such  charts  and  maps  and  the  maintenance  of  related  opera- 
tion records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  four  years  of  electrical  drafting  and  construction  inspection 
work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   elec- 
trical theory,  procedures  and  circuits,  particularly  as  applied  to  ex- 
tensive street  lighting  systems;  the  construction  and  maintenance  opera- 
tions and  the  equipment  and  materials  used  in  street  lighting  systems. 

Requires  ability  to:   read  and  interpret  plans,  drawings  and  speci- 
fications; deal  effectively  and  courteously  with  contractors  and  the 
general  public;  inspect  and  analyze  lighting  systems  needs  and  require- 
ments and  to  prepare  sound  recommendations  in  connection  therewith. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   STREET  LIGHTING  INSPECTOR 

PROMOTIVE  LINES: 

Tds   No  normal  line  of  promotion 
From:   Original  entrance  examination 


CODE:   6212 


CLASS  TITLE:   SEWER  SAFETY  INSPECTOR  CODE:   6216 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  development  and  supervision 
of  the  sewer  safety  program,  including  the  testing  and  locating  of  toxic 
and  explosive  gas  conditions  in  the  sewer  system;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   developing,  interpreting  and  coordi- 
nating methods  and  procedures  relative  to  sewer  safety  and  gas  testing 
activities;  making  regular  contacts  with  other  departmental  personnel, 
outside  agencies  and  the  general  public  on  safety  program  and  inspec- 
tional  activities;  preparing  and  maintaining  detailed  records  and  reports 
on  inspectional  activities. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  instructs  sewer  maintenance  personnel  in  proper 
safety  practices  and  the  use  of  safety  equipment,  particularly  as  related 
to  toxic  and  explosive  gas  conditions;  supervises  or  conducts  inspections 
of  the  sewer  system  to  locate  gaseous  conditions. 

2.  Makes  investigations  of  complaints  on  explosive  or  toxic  gas 
conditions  in  the  sewer  systems. 

3.  Meets  with  other  departmental  and  industrial  representatives  in 
connection  with  the  purchase  of  safety  equipment  and  the  development  of 
safety  procedures. 

1|.  Maintains  records  and  prepares  reports  on  inspectional  activi- 
ties; may  testify  at  industrial  safety  hearings  on  accidents  or  injuries 
involving  sewer  maintenance  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry  or  a  closely  related  field. 

Requires  at  least  one  year  of  experience  in  the  field  of  industrial 
safety,  preferably  related  to  the  inspection  of  toxic  and  explosive  gas 
conditions;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
sewer  system;  the  methods,  techniques  and  equipment  used  in  the  detection 
of  gaseous  and  other  dangerous  conditions  in  the  system;  applicable 
industrial  safety  codes  and  regulations. 

Requires  ability  to:   assign,  supervise  and  review  the  work  of  sub- 
ordinate personnel;  deal  effectively  and  courteously  with  other  depart- 
mental personnel,  industrial  representatives  and  outside  agencies  on 
safety  matters;  analyze  dangerous  conditions  in  the  sewer  system  and 
recommend  necessary  remedial  action;  prepare  and  maintain  detailed 
records  and  reports. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   SEWER  SAFETY  INSPECTOR  (continued)  CODE:   6216 

PROMOTIVE  LINES: 

To:   Mo  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   INSPECTOR  OF  WEIGHTS  AND  MEASURES  CODE:   6220 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  tests  devices  used  for  commercial  weighing, 
metering  and  measuring;  inspects  declared  weights  and  volumes  of  packaged 
goods  and  commodity  containers  for  conformity  with  state  regulations  and 
standards;  makes  minor  adjustments  to  bring  weighing  and  measuring  devices 
within  accepted  tolerances;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforcing 
policies  and  procedures  relative  to  inspectional  activities;  regularly 
contacting  employees,  merchants,  businessmen  and  other  personnel  in  ex- 
plaining and  interpreting  applicable  laws,  policies,  rules  and  regulations; 
the  maintenance  of  records  and  the  preparation  of  reports  on  inspectional 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  field  investigations  of  complaints  concerning  illegal 
weights  and  measures  practices  reported  by  the  general  public  or  other 
agencies;  evaluates  evident  violations  and  discusses  appropriate  action 
with  superiors;  initiates  the  processing  of  issuances  of  citations  and 
participates  in  subsequent  hearings. 

2.  Reviews  laboratory  analyses  of  gasoline  and  motor  oils  for  com- 
pliance with  state  specifications  and  to  identify  substitutions,  dilution, 
adulteration  and  similar  illegal  practices;  makes  volumetric  and  weight 
tests  of  packages  of  food;  confers  with  representatives  of  private  firms 
concerning  test  findings;  assists  in  establishing  control  weights  for 
field  tests  of  various  products. 

3.  Inspects  and  tests  apothecary  balances,  analytical  balances; 
inspects  gas  truck  tanks;  inspects  mechanical  fabric  measuring  devices; 
makes  field  tests  of  a  wide  variety  of  measuring  and  weighing  devices. 

k.      Consults  with  the  general  public  on  matters  concerned  with 
weights  and  measures  enforcement;  interprets  actions  taken  by  other 
inspectors  and  the  steps  necessary  for  approval  of  weights  and  mea- 
sures devices. 

5.  Inspects  pre-packaged  meats  and  frozen  foods  for  net  weight  and 
proper  labeling;  checks  tare  weights  and  shrinkage  allowances;  deter- 
mines probable  cause  of  underweight  packaging  in  order  to  recommend 
appropriate  remedial  or  legal  action. 

6.  Explains  probable  causes  of  underweight  packaging  to  store 
personnel  and  suggests  appropriate  methods  of  determining  tare  weight 
and  establishing  shrinkage  allowances  schedules;  advises  businessmen 
on  standardization  procedures  and  controls  to  assure  conformity  with 
net  weight  requirements. 

?.   Investigates  complaints  of  inaccurate  net  weights,  labeling 
and  advertising;  issues  warnings  and  citations  to  violator;  makes 
"buys'"  for  evidence  as  necessary. 

8.   Makes  routine  and  special  investigations  of  industrial  scales; 
makes  adjustments  and  minor  repairs  to  such  equipment;  assists  in  the 
design  and  calibration  of  new  testing  equipment. 


CLASS  TITLE;   INSPECTOR  OF  WEIGHTS  AND  MEASURES  CODE:   6220 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  supple- 
mented by  at  least  one  year  of  experience  in  the  maintenance,  repair  or 
manufacture  of  scales,  pumps,  meters  and  similar  measuring  and  weighing 
devices;  or  an  equivalnnt  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
construction  and  operation  of  scales,  meters  and  other  measuring  devices; 
state  and  local  laws  pertaining  to  weights  and  measures. 

Requires  ability  to;  note  precise  measures  and  quantities  quickly 
and  accurately;  follow  oral  and  written  directions;  use  impartial  judg- 
ment in  choosing  courses  of  action  which  will  protect  and  cause  least 
inconvenience  to  merchants;  exercise  a  proper  combination  of  courtesy 
and  firmness  in  enforcing  the  laws  and  maintaining  good  public  relations. 

License:,  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:   Senior  Inspector  of  Weights  and  Measures 

From:   Original  Entrance  Examination 


CLASS  TITLE:    SENIOR  INSPECTOR  OF  WEIGHTS  AND  MEASURES      CODE:   6222 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  administration,  coordination  and 
direction  of  all  weights  and  measures  inspection  activites  in  the  city; 
conducts  field  investigations  of  reports  on  illegal  weights  and  measures 
practices;  makes  field  and  laboratory  tests  of  weighing  and  measuring 
devices  and  of  food  and  liquid  products;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  assisting  in  carrying  out,  developing, 
interpreting,  coordinating  and  enforcing  policies  and  procedures  relative 
to  inspectional  activites;  making  continuous  responsible  contacts  with 
employees,  merchants,  businessmen  and  representatives  of  organizations  and 
groups  in  explaining  and  interpreting  applicable  laws,  policies,  rules  and 
regulations;  the  maintenance  of  records  and  the  preparation  of  reports 
relating  to  inspectional  activities. 

EXAMPLES  OF  DUTIES: 

1.  Spot  checks  the  work  of  employees  in  the  field;  evaluates  the 
adequacy  of  work,  the  maintenance  of  standards  and  the  success  of  enforcement 
programs;  recommends  procedural  changes  to  improve  the  departmental  program. 

2.  Personally  conducts  field  investigations  of  illegal  weights  and 
measures  practices  reported  by  staff  members,  the  general  public  or  other 
agencies;  evaluates  evident  weight  violations  and  discusses  appropriate 
action  with  superior;  initiates  process  necessary  to  the  issuing  of 
citations  and  conducts  subsequent  hearings;  confers  with  other  enforcement 
officials  on  their  participations  in  the  prosecution  of  violators. 

3.  Reviews  laboratory  analyses  of  gasoline  and  motor  oils  for 
compliance  with  state  specifications  and  to  identify  substitution,  dilution, 
adulteration  and  similar  illegal  practices;  makes  volumetric  and  weight 
tests  of  packages  of  food;  confers  with  representatives  of  private  firms 
concerning  test  findings;  assists  in  establishing  control  weights  for 
field  tests  of  various  products. 

k.        Personally  inspects  and  tests  apothecary  balances,  analytical 
balances;  inspects  gas  truck  tanks;  inspects  mechanical  fabric  measuring 
devices;  fills  in  on  regular  field  inspection  work  as  necessary,  performing 
field  tests  of  a  wide  variety  of  measuring  and  weighing  devices. 

5.  Consults  with  the  general  public  on  all  matters  concerned  with 
weights  and  measures  enforcement;  interprets  actions  taken  by  inspectors 
and  the  steps  necessary  for  approval  of  weights  and  measures  devices; 
assigns  inspectors  to  investigate  problems  requiring  immediate  attention. 

6.  Inspects  pre-packaged  meats  and  frozen  foods  for  net  weight  and 
proper  labeling;  checks  tare  weights  and  shrinkage  allowances;  determines 
probable  cause  of  underweight  packaging  in  order  to  recommend  appropriate 
remedial  or  legal  action. 

7.  Explains  probable  causes  of  underweight  packaging  to  store 
personnel;  suggests  appropriate  methods  of  determining  tare  weight  and 
establishing  shrinkage  allowance  schedules;  advises  businessmen  on 
standardization  procedures  and  controls  to  assure  conformity  with  net 
weight  requirements. 


CLASS  TITLE;    SENIOR  INSPECTOR  OF  WEIGHTS  CODE:    6222 

AND  MEASURES  (Continued) 

8.  Investigates  complaints  of  inaccurate  net  weights,  labeling 
and  advertising;  issues  warnings  and  citations  and  makes  "buys"  for 
evidence  as  necessary. 

9,  Makes  routine  and  special  investigations  of  industrial  scales; 
and  makes  adjustments  and  minor  repairs  to  such  equipment;  assists  in 
design  and  calibration  of  new  testing  equipment. 

MINIMUM  QUALIFICTIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  experience 
in  the  maintenance,  repair  or  manufacture  of  scales,  pumps,  meters  and 
similar  measuring  and  weighing  devices;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
provisions  of  relevant  state  laws,  business  codes  and  national  standards; 
methods  of  testing  and  inspecting  a  wide  variety  of  weighing  and  measuring 
devices;  physical  principles  and  mechanical  underlying  the  construction  aad 
operation  of  scales  and  meters. 

Requires  ability  to:  direct  and  evaluate  the  work  of  inspectors 
engaged  in  weights  and  measures  enforcement  programs;  establish  and  maintain 
required  standards  of  inspection  and  enforcement;  make  field  inspections  and 
tests  of  wide  varieties  of  weighing  and  measuring  devices;  interpret,  explain 
and  enforce  the  provisions  of  governing  laws  and  regulations;  establish  and 
maintain  effective  relationships  with  employees  and  the  general  public. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 

license. 

PROMOTIVE  LINES: 

To:   Sealer  of  Weights  and  Measures 
From:    Inspector  of  Weights  and  Measures 


CLASS  TITLE:   SEALER  OF  WEIGHTS  AND  MEASURES  CODE:   622U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  organizes  and  directs 
all  weights  and  measures  inspection  activities  in  the  city;  enforces 
provisions  of  applicable  codes,  laws  and  regulations;  develops  and 
maintains  sound  public  relations  with  individuals  and  groups  served  or 
effected  by  the  weights  and  measures  program;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:  developing,  coordinating,  organizing 
and  executing  policies  and  procedures  relative  to  inspectional  activities; 
makes  continuous  responsible  personal  contacts  with  employees,  merchants, 
businessmen,  professional  personnel  and  representatives  of  organizations  and 
groups  in  connection  with  the  explanation  and  interpretation  of  applicable 
laws,  policies,  rules  and  regulations;  requires  over-all  supervisory 
responsibility  for  the  maintenance  of  inspectional  records  and  the 
preparation  of  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  county-wide  programs  for  the 
inspection  and  testing  of  weighing  and  measuring  devices  and  of  liquid 
containers  and  packages  food  products;  formulates  and  applies  policies 
conforming  with  state  weights  and  measures  rules  and  regulations  and  with 
federal  standards. 

2.  Confers  with  subordinates  to  develop,  plan  and  initiate  procedural 
changes;  conducts  staff  meetings  to  explain  and  interpret  rules  and  policies. 

3.  Attends  local,  state  and  national  meetings  and  conferences  to 
represent  the  city  and  county;  confers  with  state  and  federal  personnel  and 
other  sealers  of  weights  and  measures  to  discuss  and  keep  informed  on 
problems  and  new  developments;  confers  with  other  local  county  department 
representatives  to  advise  on  weights  and  measures  practices. 

h.        Issues  office  citations  and  holds  hearings  on  violations  of 
weights  and  measures  rules  and  regulations;  personally  hears  cases  and 
determines  the  need  for  further  hearings  or  prosecutions;  hears  complaints 
regarding  the  weights  and  measures  citations  and  determines  the  proper 
adjustment  of  such  matters. 

5.  Directs  the  study  of  county  weights  and  measures  enforcement 
problems  and  related  matters;  determines  the  scope  and  nature  of  weights  and 
measures  services  required  to  meet  changing  conditions. 

6.  Directs  the  preparation  and  maintenance  of  inspection,  testing 
and  other  required  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  more  responsible 
experience  in  the  maintenance,  repair  or  manufacture  of  scales,  pumps, 
meters  and  similar  weighing  and  measuring  devices,  including  four  years 
of  responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:    SEALER  OF  WEIGHTS  AND  MEASURES  (Continued)    CODE;   622i| 

Knowledge,  Abilities  and  Skills;   Requires  a  comprehensive  knowledge 
of;  provisions  of  relevent  state  laws,  business  codes,  national  standards 
and  local  ordinances;  inspection  and  testing  techniques  used  in  the 
weights  and  measures  enforcement  field;  sources  available  for  the  investigation 
determination  and  resoluation  of  weights  and  meqpures  problems. 

Requires  ability  to:  plan,  organize  and  administer  the  weights  and 
measures  inspection  and  enforcement  program;  interpret,  explain  and  enforce 
the  provisions  of  governing  laws  and  regulations;  establish  and  maintain 
effective  relations  with  persons  and  agencies  concerned  with  weights  and 
measures  enforcement  matters  and  to  speak  and  write  effectively. 

PROMOTIVE  LINES: 

To:   No  Normal  Lines  of  Promotion 

From:   Senior  Inspector  Weights  and  Measures 


CLASS  TITLE:   STREET  AND  SIDEWALK  INSPECTOR  CODE:    6230 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  investigating  and 
inspecting  street  and  sidewalk  conditions  for  conformance  with  existing 
regulations;  investigates  accident  claims  resulting  from  hazardous  street 
and  sidewalk  conditions;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  enforcing  existing  policies  and 
regulations  pertaining  to  the  care  and  use  of  streets  and  sidewalks;  making 
regular  contacts  with  the  general  public,  other  departmental  personnel  and 
outside  organizations  in  connection  with  the  enforcement  of  existing  codes 
requirements  for  the  maintenance  of  street  and  sidewalks;  preparing  and 
maintaining  ordinary  reports  and  records  of  inspections  and  investigations 
made. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  streets  and  highways  to  be  resurfaced  or  reconstructed 
and  notifies  adjacent  property  owners  of  defective  sidewalks  in  accordence 
with  existing  codes  and  regulations;  informs  property  owners  of  defective 
sidewalk  areas  and  requests  repairs  to  be  made  within  specified  time  limits. 

2.  Processes  house  moving  permits,  applications  and  inspects 
intended  routes  for  possible  damage  to  streets  and  highways. 

3.  Inspects  streets,  curbs,  utility  installations,  sidewals  and 
bulkheads  and  other  uses  of  street  and  sidewalk  space  to  assure  conformance 
with  existing  codes  and  regulations. 

h.        Inspects  streets  prior  to  surfacing  or  reconstruction  and 
notifies  property  owners  of  their  responsibility, 

5>.   Inspects  blasting  operations  in  street  and  sidewalk  areas  to 
assure  conformance  with  existing  codes. 

6.  Inspects  and  investigates  physical  conditions  of  streets  and 
sidewalks  relative  to  accident  claims;  prepares  diagrams  and  sketches  of 
conditions  found  relative  to  such  claims. 

7.  Makes  investigation  depositions  and  court  appearences  on 
accident  claim  matters;  determines  the  necessary  repair  to  streets  cr 
sidewalks  and  notifies  the  property  owners  or  utility  involved  in  accident 
claims  to  make  appropriate  repairs;  makes  follow-up  inspections  of  such 
locations  and  assures  proper  repairs  are  completed,, 

8.  Receives  a  wide  variety  of  complaints  en  street  and  sidewalk 
conditions  and  takes  appropriate  action  to  resolve  such  complaints, 

9.  Prepares  detailed  reports  of  investigations  and  inspections  made. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  experience 
in  construction  and  inspectional  work  as  applied  to  streets  and  sidewalks; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   STREET  AND  SIDEWALK  INSPECTOR  (Continued)     CODE:   6230 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
existing  codes  and  regulations  pertaining  to  street  and  sidewalk  conditions 
and  uses;  construction  of  streets  and  sidewalks. 

Requires  considerable  ability  to:  deal  effectively  and  tactfully  with 
the.  general  public;  perform  inspectional  and  investigational  work  and 
prepare  clear  and  accurate  reports  of  such  investigations. 

PROMOTIVE  LINES: 

To:   Senior  Street  and  Sidewalk  Inspector 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  STREET  AND  SIDEWALK  INSPECTOR         CODE:   6232 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  investigation  and  inspection 
of  city  streets  and  sidewalks  to  assure  that  physical  conditions  conform 
with  existing  codes  and  ordinances;  plans,  assigns  and  supervises  the 
work  of  subordinate  personnel  involved  in  the  investigation  and  inspection 
of  sidewalks  and  streets  and  in  issuing  various  street  and  sidewalk 
permits;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and 
developing  methods  and  procedures  for  inspection  and  enforcement  of  street 
and  sidewalk  codes  and  regulations;  making  regular  contacts  with  the 
general  public,  other  departments,  agencies  and  outside  organizations  in 
the  explanation  and  interpretation  of  street  and  sidewalk  codes  and 
regulations;  requires  over-all  supervisory  responsibility  for  the  prepar- 
ation of  inspection  and  investigation  reports  and  the  maintenance  of 
related  records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  complaints  on  street  and  sidewalk  conditions  and  assigns 
subordinate  personnel  to  inspect  such  conditions  and  submit  reports  on 
same. 

2.  Answers  inquiries  and  requests  for  information  relative  to 
street  and  sidewalk  permits  and  the  application  of  existing  codes  and 
ordinances  to  street  and  sidewalk  use. 

3.  Makes  recommendations  on  the  care  and  maintenance  work  standards 
for  other  departments  and  utility  companies  carrying  out  work  projects 

on  city  streets  and  highways. 

k.     Enforces  provisions  of  the  various  codes  and  ordinances 
applicable  to  the  public  use  of  city  streets  and  highways. 

5.  Reviews  inspection  reports  submitted  by  subordinate  personnel  in 
connection  with  liability  claims  filed  against  the  city  and  refers  same 
to  appropriate  legal  officials. 

6.  May  give  deposition  or  appear  in  court  relative  to  liability 
claims  against  the  city. 

7.  Approves  all  permits  affecting  the  use  of  streets  and  sidewalks, 
including  blasting  permits,  building  movement  permits,  use  of  sub- 
sidewalk  space  and  permits  to  obstruct  driveways. 

8.  Makes  field  inspections  when  necessary  to  reply  to  complaints 
and  claims  and  to  investigation  of  necessary  improvements  to  streets  and 
sidewalks . 

9.  Prepares  and  supervises  the  preparation  of  investigating  reports 
and  the  maintenance  of  related  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  six  years  of  progressively  more  responsible  construction 
and  inspection  experience,  especially  as  applied  to  streets,  highways 
and  sidewalks,  including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  STREET  AND  SIDEWALK  INSPECTOR        CODE:   6232 
(continued) 

Knowledge,  Abilities  and  Skills  %     Requires  comprehensive  knowledge 
of:   existing  ordinances  and  regulations  pertaining  to  the  use  of  streets 
and  sidewalks j  modern  construction  methods  and  materials  particularly  as 
they  relate  to  street  and  sidewalk  maintenance . 

Requires  considerable  ability  to.-  plan,  organize  and  supervise  the 
work  of  subordinate  inspectors;  deal  effectively  and  tactfully  with  the 
general  public,  outside  organizations  and  agencies;  prepare  concise 
reports  on  inspectional  activities;  exercise  good  judgment  in  evaluating 
claims  and  interpreting  investigating  data , 

PROMOTIVE  LINES j 

Toi     No  normal  lines  of  promotion 

From:   Street  and  Sidewalk  Inspec 


CLASS  TITLE:   BOILER  INSPECTOR  CODE:    6236 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  inspecting  and 
testing  boiler  and  pressure  vessels  for  conformance  with  safety  codes 
and  standards;  and  perforins  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  interpreting  existing 
safety  laws  and  regulations  pertaining  to  boiler  and  pressure  vessels; 
making  regular  contacts  with  the  general  public,  other  departmental 
personnel  and  outside  organizations  and  representatives  in  connection  with 
the  interpretation  and  enforcement  of  applicable  safety  regulations;  and 
preparing  and  maintaining  ordinary  inspectional  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  boilers  and  pressure  vessels  to  insure  that  the 
installation  and  maintenance  of  such  equipment  is  in  conformance  with 
regalations  established  by  the  national  board  of  pressure  vessel  inspectors. 

2.  Examins  exteriors  of  boilers  fired  under  pressure,  sounding  all 
parts  with  a  hammer;  inspects  piping  and  proper  installations  and  safety 
devices. 

3.  Examins  interior  of  boilers,  testing  pa.*ts  with  hammer  and  making 
visual  determination  of  conditions;  tests  all  boiler  and  pressure  vessel 
safety  devices. 

h.        Prepares  reports  of  inspections  made,  including  lists  of  required 
and  recommended  changes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  journeyman  level  experience  in  the 
operation  and  maintenance  of  high  and  low  pressure  boilers  and  auxiliary- 
equipment;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  considerable  knowledge  of: 
methods  used  in  boiler  and  unfired  vessel  fabrication;  effects  of  heat  and 
pressure  on  various  metals;  the  design  and  operation  of  safety  devices;  and 
appropriate  safety  regalations. 

Requires  ability  to:  read  blueprints;  deal  effectively  and  firmly  with 
the  public  in  the  enforcement  of  safety  regulations;  and  prepare  reports 
of  inspectional  activities 

License:   Requires  possession  of  a  certificate  of  competency  as  a 
qualified  inspector,  issued  by  the  national  board  of  pressure  vssel  inspectors. 

PROMOTIVE  LINES: 

To:    Senior  Boiler  Inspector 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  BOILER  INSPECTOR  CODE:   6238 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  participates  in  the  inspection  of 
newly  installed  boiler  and  pressure  vessels  for  conformance  with  existing 
codes  and  regulations;  makes  prescribed  periodical  inspections  of  such 
installations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  carrying  cut  and 
assisting  in  the  revision  of  safety  codes  and  regulations  applicable  to 
boiler  and  pressure  vessel  inspection;  making  regular  contacts  with  the 
general  public,  other  departmental  personnel  and  outside  organizations 
and  representatives  relative  to  the  interpretation  and  enforcement  of 
safety  regulations;  checking  and  reviewing  inspectional  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  other  inspectors  and  inspects  pressure  vessels 
throughout  the  city  to  insure  proper  installations  and  conditions  and 
compliance  with  existing  city,  state  and  federal  codes  and  regulations. 

2.  Advises  on  nature  and  methods  for  repair  of  boilers  and  pressure 
installations  to  meet  with  code  requirements;  participates  in  the 
condemnation  of  such  equipment  when  necessary. 

3.  Initiates  necessary  legal  action  in  connection  with  code 
violations . 

k.  Instructs  new  personnel  in  preparing  for  required  inspections; 
prepares  and  supervises  the  maintenance  of  inspectional  records  and  the 
preparation  of  required  reports. 

5.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATION 3: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  experience  in  the  operation, 
maintenance  and  inspection  of  high  and  low  pressure  boiler  systems  and 
auxiliaries,  including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  methods  used  in  boiler  and  unfired  vessel  fabrications;  the 
effects  of  heat  and  chemical  compounds  on  various  metals;  the  design  and 
operation  of  safety  devices;  and  applicable  safety  regulations,  laws  and 
ordinances. 

Requires  considerable  ability  to:  review  and  analyse  drawings, 
sketches,  blueprints;  deal  effectively,  courteously  and  firmly  with  the 
general  public  relative  to  the  enforcement  of  safety  regulations  and 
laws;  requires  supervisory  ability. 

License:   Requires  possession  of  a  certificate  of  competency  as  a 
qualified  inspector,  issued  by  the  national  board  of  pressure  vessel 
inspectors. 


CLASS  TITLE:   SENIOR  BOILER  INSPECTOR  (continued)         CODE:   6238 
PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Boiler  Inspector 


CLASS  TITLE:   PLUMBING  INSPECTOR  CODE:   621*2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  inspecting  all  plumb- 
ing and  gas  appliances  installation,  maintenance  and  repair  work  to  assure 
compliance  with  existing  codes,  laws  and  ordinances  and  approved  plans 
and  specifications;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  the  application  of  existing 
codes,  laws,  methods  and  procedures  relative  to  the  installation  of 
plumbing  facilities;  making  regular  contacts  with  the  general  public  and 
other  departments  in  connection  with  the  inspection  and  enforcement  of 
existing  codes  and  laws;  preparing  ordinary  reports  of  inspectional 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Examines  plans  and  permit  applications  for  compliance  with 
existing  requirements  pertaining  to  the  installation  of  plumbing,  gas 
appliances,  drainage  systems  and  gas  and  water  piping  systems. 

2.  Inspects  plumbing  installations  and  alterations  to  assure 
compliance  with  existing  laws  and  ordinances;  tests  gas  piping  instal- 
lations for  conformance  to  existing  standards;  checks  plumbing  fixtures 
to  assure  compliance  with  the  plumbing  code  and  as  to  quality  and  design; 
checks  gas  appliances  to  assure  conformance  with  accepted  designs  and 
installations. 

3.  Makes  investigations  of  complaints  of  violation  of  plumbing, 
water  and  gas  codes  and  ordinances;  orders  necessary  repairs  to  correct 
such  violations;  cites  code  violators  when  necessary. 

h.  Makes  periodic  inspections  of  various  buildings  and  institutions 
for  conditions  which  might  cause  water  supply  contamination;  prepares  and 
submits  periodic  reports  of  inspectional  and  investigative  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  experience  as  a  journeyman 
plumber,  including  one  year  of  experience  in  responsible  charge  of  major 
plumbing  construction  projects;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   plumbing  methods  and  materials;  construction  methods  and  techniques, 
particularly  as  they  relate  to  plumbing  installations;  plumbing  code 
requirements. 

Requires  ability  to:   read  and  interpret  building  plans  and 
specifications;  prepare  reports  of  inspections  and  investigations;  deal 
effectively  and  courteously  with  the  general  public. 

PROMOTIVE  LINES: 

To:   Chief  Plumbing  Inspector 

From:   Original  entrance  examination 


CLASS  TITLE:   CHIEF  PLUMBING  INSPECTOR  CODE:  62kh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  inspection  of 
plumbing  installations  for  compliance  with  existing  plumbing  codes  and 
regulations;  and  performs  related  duties  as  required . 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
laws  and  ordinances  and  assisting  in  the  development  of  new  plumbing 
code  requirements;  making  regular  contacts  with  the  general  public,  other 
departmental  personnel  and  outside  organizations  and  businesses  in  con- 
nection with  the  enforcement  of  plumbing  codes  and  regulations;  checking 
and  reviewing  inspection  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  plumbing  inspectors  in  the 
inspection  and  enforcement  of  city  plumbing  codes  and  regulations. 

2.  Examines,  approves  or  rejects  plans  for  plumbing  installations; 
provides  consulting  service  regarding  the  requirements  of  the  plumbing 
code  for  engineers,  architects,  plumbers  and  the  general  public. 

3.  Reviews  inspectors'  reports  and  makes  interpretations  and 
determinations  of  code  applications  in  cases  of  dispute. 

k-      Suspends  construction  projects  when  necessary  in  connection 
with  code  violations;  orders  citations  and  arrest  processes  for  violations 
of  plumbing  code. 

$.      Checks  all  permit  fees  for  plumbing,  water  and  gas  and  verifies 
correct  charges. 

6,  Interviews  manufacturer  representatives;  inspects,  approves  or 
rejects  plumbing  materials. 

7.  Makes  periodic  field  checks  of  inspectors  and  advises  on  code 
interpretations ■ 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  at  least  six  years  of  progressively  responsible  journeyman 
level  experience  in  plumbing  and  plumbing  inspections!  work,  including 
three  years  of  responsible  supervisory  experience  on  major  plumbing  con- 
struction projects;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills;  Requires  comprehensive  knowledge  of: 
plumbing  design  and  installation  practices;  existing  ordinances,  regula- 
tions and  code  requirements  for  the  installation  of  plumbing  facilities; 
modern  construction  methods  and  techniques,  particularly  as  applied  to 
plumbing  phases  of  construction  projects. 


GLASS  TITLE:   CHIEF  PLUMBING  INSPECTOR  (Continued)  Code:  62hh 

Requires  considerable  ability  to:   interpret  plans  and  specifications 
of  plumbing  installations;  deal  effectively  and  courteously  with  the 
general  public,  contractors  and  other  personnel;  plan,  assign  and  super- 
vise the  work  of  subordinate  employees. 

Requires  considerable  skill  in  the  application  and  interpretation  of 
ordinances,  regulations  and  codes  to  practical  plumbing  installations. 

PROMOTIVE  LINES: 

To:  Public  Buildings  Maintenance  and  Repair  Assistant  Superintendent 

From:  Plumbing  Inspector 


CLASS  TITLE:   ELECTRICAL  INSPECTOR  CODE:   621+8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  makes  inspections  of  electrical  instal- 
lations in  commercial,  industrial,  public  buildings  and  other  structures 
to  assure  compliance  with  electrical  codes  and  ordinances;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  existing 
electrical  codes,  laws  and  ordinances;  making  regular  contacts  with  the 
general  public,  other  departmental  personnel,  outside  organizations  and 
representatives  in  connection  with  the  interpretation  and  enforcement  of 
the  electrical  code;  preparing  ordinary  inspectional  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  plans  and  specifications  relative  to  electrical  code 
requirements;  interprets  and  applies  electrical  codes,  ordinances  and 
laws  to  specific  construction  and  conversion  projects. 

2.  Checks  and  assists  in  mathematical  calculations  and  job  lay-outs 
of  electrical  installations;  assists  in  the  selection  of  approved 
electrical  materials  and  supplies. 

3.  Receives  applications  and  issues  permits  for  electrical 
installations  to  property  owners;  inspects  workmanship  and  materials  to 
insure  conformity  with  electrical  codes  and  standards;  inspects  and 
approves  completed  installations  prior  to  issuance  of  certificate  of 
completion. 

U.  Condemns  or  assures  correction  of  faulty  and  hazardous  wiring 
or  electrical  installations;  inspects  overhead  power  and  communication 
lines  for  compliance  with  code  requirements. 

5.  Inspects  underground  structures  for  code  violations;  inspects 
temporary  structures  erected  on  sidewalks  for  possible  code  violations 
and  interference  with  power  and  communication  transmission  lines. 

6.  Prepares  and  submits  periodic  reports  of  inspectional  activities, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  experience  in 
electrical  construction  and  maintenance  work,  including  one  year  of 
experience  in  responsible  charge  of  major  electrical  construction 
projects;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   electrical  theory  and  its  application  to  electrical  installations; 
various  electrical  codes,  laws  and  ordinances;  construction  methods, 
particularly  as  applied  to  electrical  phases  of  construction  projects; 
occupational  hazards  and  safety  precautions  of  the  electrical  trade. 

Requires  ability  to:   read  and  interpret  electrical  sketches, 
wiring  diagrams  and  plans  and  specifications;  deal  effectively,  firmly 
and  courteously  with  the  general  public  in  enforcing  electrical  codes 
and  regulations;  maintain  records  and  make  reports  of  inspectional 
activities. 


CLASS  TITLE:   ELECTRICAL  INSPECTOR  (continued)  CODE:   621+8 

Requires  considerable  skill  in:  the  use  of  electrical  testing 
devices;  locating  and  analyzing  difficulties  in  electrical  systems, 
devices,  machinery  and  equipment. 

PROMOTIVE  LINES: 

To:   Chief  Electrical  Inspector 

From:   Original  entrance  examination 


CLASS  TITLE:   CHIEF  ELECTRICAL  INSPECTOR  CODE:   62^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans,  assigns  and  supervises  the  work  of  elec- 
trical inspectors  in  connection  with  the  enforcement  of  electrical 
codes,  ordinances  and  regulations  covering  the  installation  and 
maintenance  of  electrical  systems;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  interpreting,  enforcing  and  assisting 
in  the  review  of  electrical  codes,  laws  and  ordinances;  regular  con- 
tacts with  the  general  public,  other  departmental  personnel,  outside 
organizations  and  representatives  in  connection  with  the  interpretation 
and  enforcement  of  electrical  codes;  checking  and  reviewing  detailed 
inspectional  reports. 

EXAMPLES  OF  DUTIES: 

1.  Confers  with  architects,  engineers,  manufacturers  and  con- 
tractors in  connection  with  applications  for  permits  for  proposed 
electrical  work  and  the  application  of  existing  electrical  codes  to 
such  work. 

2.  Makes  official  interpretations  of  the  electrical  code  and  its 
application  to  unusual  installation  problems. 

3.  Reviews  and  analyzes  electrical  plans  and  specifications  for 
conformance  with  electrical  codes. 

U.  Makes  field  inspections  to  interpret  rules  and  code  require- 
ments in  matters  of  disagreements  with  contractors,  engineers  and 
others. 

5>.  Reviews  and  analyzes  daily  inspection  reports  for  complete- 
ness, accuracy  and  violation  of  code  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
journeyman  level  electrical  construction,  maintenance  and  inspection 
experience,  including  three  years  of  responsible  supervisory  experi- 
ence on  major  electrical  construction  projects;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowl- 
edge of:  electrical  construction  and  maintenance  installations; 
electrical  materials  and  equipment;  city  and  national  electrical 
codes;  the  occupational  hazards  and  safety  precautions  of  the  elec- 
trical trade. 

Requires  considerable  ability  to:  plan,  organize  and  supervise 
inspectional  activities  of  subordinate  employees;  analyze  and  inter- 
pret wiring  diagrams,  sketches,  drawings  and  specifications  of 
electrical  installations;  deal  tactfully  and  with  firmness  iith  the 
general  public  and  contractors  in  enforcing  existing  elect. xcal 
codes;  prepare  and  supervise  the  preparation  of  inspectional 
records  and  reports. 


CLASS  TITLE:   CHIEF  ELECTRICAL  INSPECTOR  CODE:   62>0 

(continued) 

Requires  considerable  skill  in  the  application  of  electrical 
theory  to  practical  inspectional  field  problems. 

PROMOTIVE  LINES: 

To:   Public  Buildings  Maintenance  and  Repair 
Assistant  Superintendent 

From:   Electrical  Inspector 


CLASS  TITLE:   LINE  INSPECTOR  COLE:   62^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  makes  inspections  of  overhead  power  and 
communication  lines  to  assure  compliance  with  applicable  codes  and  laws; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  existing  codes 
and  laws  pertaining  to  overhead  lines;  making  regular  contacts  with  the 
general  public,  other  departmental  personnel,  outside  organizations  and 
representatives  in  connection  with  the  interpretation  and  enforcement  of 
line  codes  and  laws;  preparing  reports  on  inspectional  activities. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  overhead  power  and  communications  lines  for  conformance 
with  existing  codes  and  laws;  inspects  electrical  installation  in  the 
various  underground  districts  for  violations  of  electrical  codes. 

2.  Inspects  scaffolding  and  similar  structures  erected  on  streets  and 
sidewalks  to  assure  compliance  with  electrical  codes  and  safety  regulations, 

3.  Inspects  fire  escape  installations  in  overhead  line  districts  to 
assure  compliance  with  codes  and  safety  orders. 

h.      Prepares  and  submits  reports  on  all  inspectional  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  journeyman  level  lineman  experience, 
including  at  least  one  year  of  experience  in  responsible  charge  of  major 
line  construction  projects;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,   Abilities  and  Skills:  Requires  considerable  knowledge 
of:   electrical  theory  and  its  application  to  overhead  power  and  com- 
munication line  installations;  the  codes  and  laws  applicable  to  overhead 
line  installations;  construction  methods  particularly  as  applied  to 
overhead  line  construction  projects. 

Requires  ability  to:   read  and  interpret  electrical  and  line  instal- 
lation plans  and  specifications;  deal  effectively,  firmly  and  courteously 
with  others  in  enforcing  applicable  codes  and  laws;  maintain  records  and 
prepare  reports  of  inspectional  activities. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:    BUILDING  INSPECTOR  CODE:   62£U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  inspects  construction,  reconstruction 
and  alterations  of  buildings  in  an  assigned  area,  including  materials 
and  equipment  used,  for  conformity  with  approved  plans  and  specifications 
and  the  building  and  housing  codes ;  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  explaining  existing  ordinances  and 
code  regulations  applicable  to  building  construction  or  reconstruction 
projects;  making  regular  contacts  with  the  general  public,  obher  depart- 
ments and  outside  organizations  in  connection  with  the  interpretation 
and  enforcement  of  building  codes,  laws  and  ordinances;  preparing  and 
submitting  ordinary  inspection  reports. 

XAMPLES  OF  DUTIES: 

1.  Inspects  all  phases  of  construction  of  buildings  or  structures 
for  compliance  with  building  codes. 

2.  Observes  other  code  violations  and  notifies  appropriate  author- 
ities. 

3.  Makes  periodic  inspections  of  existing  buildings  and  structures 
for  compliance  with  building  codes;  checks  conditions  notes  in  previous 
inspections  as  hazardous  or  violations  to  determine  if  compliance  has 
been  made;  investigates  complaints  and  follows- up  to  assure  correction 
of  code  violations. 

k.   Estimates  costs  of  proposed  construction  in  establishing  permit 
fees. 

5.  Investigates  and  follows-up  complaints  originating  in  other 
departments, 

6.  Interviews  property  owners  and  provides  information  on  the  appli- 
cation of  building  codes, 

7.  Makes  special  investigations  of  buildings  and  structures  for 
possible  condemnation  or  removal;  advises  property  owners  of  such  build- 
ings or  structures  as  to  necessary  revision  to  bring  buildings  and 
structures  up  to  code  requirements. 

8.  Interviews  applicants  for  building  permits;  provides  informa- 
tion on  building  codes,  laws  .snd  ordinances. 

MINIMUM  QUALIFICATIONS: 

Training;  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  building 
construction  and  maintenance  experience,  including  one  year  of  exper- 
ience in  responsible  charge  of  major  building  construction  projects; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  .  know- 
ledge of:  building  construction  methods  and  building  materials; 
building  codes,  laws  and  ordinances;  requires  some  knowledge  of 
building  design. 

Requires  ability  to:  read  blueprints  and  plans;  deal  effect- 
ively and  courteously  with  the  general  public,  engineers  and 


CLASS  TITLE:  BUILDING  INSPECTOR  (continued)  CODE:  625U 

contractors. 

Requires  skill  in  the  application  of  the  knowledge  of  building 
construction  and  materials  to  field  inspection  problems. 

PROMOTIVE  LINES: 

To:  Chief  Building  Inspector 

Senior  Building  Inspector 
From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  BUILDING  INSPECTOR  CODE:   6256 

CHARACTERISTICS  OF  THE  CLASS 

Under  direction,  is  responsible  for  supervising  a  group  of  building 
inspectors  engaged  in  building  inspections  relative  to  urban  renewal  activi- 
ties; and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  existing 
building  codes,  laws  and  ordinances;  making  regular  contacts  with  the 
general  public,  departmental  personnel  and  outside  organizations  and  repre- 
sentatives; gathering,  preparing  and  reviewing  inspection  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  coordinates  and  personally  participates  in  the  inspec- 
tion of  sub-standard  buildings  and  dwellings  to  determine  existing  code 
violations  and  encourage  property  owners  to  take  necessary  corrective  action, 

2.  Reviews  inspectors'  reports  and  takes  appropriate  actions  to 
finalize  rehabilitation  of  buildings;  advises  and  works  with  property  owners 
to  assure  violations  are  corrected. 

3.  Interprets  building  and  housing  codes  for  inspectors  and  the  gen- 
eral public. 

U.  Attends  citizen  meetings  and  explains  inspection  functions  in 
connection  with  the  rehabilitation  programs;  assists  in  the  preparation  of 
records  and  reports  on  urban  renewal  activities  and  housing  appeals  board 
cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  five  years  of  progressively  responsible  experience  in 
journeyman  level  building  construction  and  maintenance  work,  including  at 
least  two  years  of  responsible  supervisory  experience  on  major  building 
construction  projects;  or  an  equivalent  combination  of  training  and  experi- 
ence. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
building  construction,  building  materials  and  their  uses;  building  codes 
and  ordinances  in  connection  with  the  urban  renewal  programs  and  procedures. 

Requires  considerable  ability  to  interpret  blueprints  and  drawings; 
deal  effectively  with  the  general  public,  building  contractors  and  repre- 
sentatives of  various  civic  groups;  prepare  and  supervise  the  preparation 
and  inspection  of  reports. 

Requires  considerable  skill  in  the  application  of  the  knowledge  of 
building  construction  and  materials  to  practical  inspection  problems. 

PROMOTIVE  LINES: 

To:   Chief  Building  Inspector 

From:   Building  Inspector 


CLASS  TITLE:   CHIEF  BUILDING  INSPECTOR  CODE:   6258 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  Inspection 
of  buildings  under  construction,  modification,  or  subject  to  condemnation 
to  assure  compliance  with  city  building  and  housing  codes  or  the  city 
condemnation  processes;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  assisting 
in  the  revision  of  building  codes,  laws  and  ordinances;  making  regular 
contacts  with  the  general  public,  other  departmental  personnel  and  outside 
organizations  and  representatives  in  connection  with  building  code 
enforcement;  checking  and  reviewing  detailed  inspection  reports  and 
records. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  activities  of  subordinates 
engaged  in  enforcing  the  building  and  housing  codes  through  the  inspection 
of  buildings  under  construction  or  modification;  supervises  the  inspection 
of  buildings  on  the  condemnation  list  to  effect  necessary  corrective 
actions  or  condemnation  procedures. 

2 .  Reviews  and  interprets  building  and  housing  code  requirements 
to  subordinates,  the  general  public  and  contractors;  receives  complaints 
and  provides  general  information  on  building  and  housing  code  matters. 

3.  Assigns  special  inspections  to  subordinates  and  personally  makes 
inspections  on  difficult  and  unusual  projects. 

U.  Serves  as  bureau  representative  on  matters  pertaining  to  building 
condemnations  and  permit  appeals. 

5.  Supervises  counter  operations  providing  service  and  information 
to  property  owners,  contractors,  engineers,  architects  and  others  on 
building  and  housing  codes,  construction  methods  and  related  matters. 

6.  Reviews,  analyzes  and  prepares  recommendations  for  additions  or 
amendments  to  the  building  code. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsible  journeyman 
level  building  construction  experience,  including  three  years  of 
responsible  supervisory  experience  on  major  building  construction  pro- 
jects; or  an  equivalent,  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills;  Requires  comprehensive  knowledge 
of:   building  construction  methods  and  techniques  and  building  materials 
and  their  uses;  building  codes,  laws  and  ordinances. 

Requires  considerable  ability  to:   read,  interpret  and  analyze 
blueprints,  plans  and  designs;  plan,  organize  and  supervise  inspectional 
activities  of  subordinate  personnel;  prepare  and  supervise  the  prepar- 
ation of  reports  on  inspectional  activities  and  the  maintenance  of 


CLASS  TITLE:   CHIEF  BUILDING  INSPECTOR   (Continued)         CODE:   62^8 

related  records;  deal  effectively  and  courteously  with  the  general  public, 
contractors  and  professional  people  involved  in  building  construction 
activities . 

PROMOTIVE  LINES: 

To:   Building  Maintenance  and  Repair  Assistant  Superintendent 

From:   Building  Inspector 

Senior  Building  Inspector 


CLASS  TITLE:  LEAK  DETECTOR  OPERATOR  CODE:   6302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  uses  electronic  devices  and  equipment  in 
locating  underground  water  mains,  service  pipes  and  related  facilities 
in  connection  with  repairing  leaks  in  such  facilities;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for  making  occasional  contacts  with  the 
general  public  in  answering  complaints  regarding  leaking  water  facilities; 
preparing  reports  on  field  inspections  made  and  conditions  found. 

EXAMPLES  OF  DUTIES; 

1.  Locates  and  marks  underground  mains  and  water  service  facilities 
for  construction,  maintenance  and  repair  purposes. 

2.  Locates  leaks  in  underground  water  mains  and  services  by  use  of 
leak  detectors;  marks  points  for  excavation  and  repair  of  such  leaks. 

3.  Maintains  records  of  pipe  locating  and  leak  repair  activities, 

h.     May  supervise  a  small  crew  involved  in  excavating  and  locating 
pipes  and  prospecting  for  leaks  in  water  mains  and  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  experience  in  water  main  construc- 
tion, maintenance  and  repair  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of 
the  methods  and  practices  used  in  construction,  maintenance  and  repair  of 
underground  water  mains  and  services;  the  city  water  distribution  system. 

Requires  ability  to  follow  oral  and  written  instructions;  prepare 
routine  operating  records;  identify,  hear  and  differentiate  between 
signals  from  sound  detectors. 

PROMOTIVE  LINES: 

To i     No  normal  line  of  promotion 

From:  Original  entrance  examination 


. 


CLASS  TITLE:  MECHANICAL  CONSTRUCTION  INSPECTOR  CODE:   6310 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  inspectional  work 
of  the  mechanical  and  electrical  phases  of  major  construction  projects  to 
assure  compliance  with  contract  plans  and  specifications;  may  supervise 
the  work  of  subordinate  personnel  engaged  in  such  inspectional  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  interpreting,  enforcing  and  carrying  out 
existing  inspectional  methods  and  techniques  in  connection  with  the 
mechanical  and  electrical  phases  of  a  variety  of  construction  projects; 
making  regular  contacts  with  the  general  public,  other  departmental 
personnel  and  contractors  and  their  representatives  in  connection  with  the 
inspectional  activities  of  construction  projects;  preparing  and  reviewing 
important  reports  and  records  in  connection  with  inspectional  activities, 

EXAMPLES  OF  DUTIES: 

1.  Inspects  and  supervises  the  inspection  of  mechanical  and 
electrical  phases  of  a  wide  variety  of  construction  projects;  inspects 
mechanical  and  electrical  construction  and  alterations  to  assure  com- 
pliance with  plans,  specifications  and  existing  building  codes. 

2.  Plans,  lays  out  and  coordinates  construction  and  alteration 
work  with  contractors-?  representatives  at  job  sites. 

3.  Makes  cost  estimates  for  mechanical  change  orders  or  additions 
to  construction  projects  not  covered  in  original  plans  and  specifica- 
tions. 

h.     Witnesses  and  verifies  all  hydrostatic  pressure  testing  of  iron 
pipes  and  fittings. 

5.  Checks  and  approves  all  fabrication  and  machining  of  hydrants 
and  valves. 

6.  Performs  tests,  and  observes  and  approves  cast  iron  and  bronze 
casting  pours  at  appropriate  foundries. 

7.  Tests  air  conditioning,  ventilating  and  industrial  exhaust 
systems  for  proper  operation. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  four  years  college  or 
university  with  a  baccalaureate  degree,  with  major  course  work  in 
mechanical  engineering  and  at  least  two  years  responsible  experience  in 
the  inspection  of  mechanical  and  electrical  phases  of  major  construction 
projects;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:  MECHANICAL  CONSTRUCTION  INSPECTOR  CODE:   6310 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of 
the  theory  and  practices  of  mechanical  engineering,  particularly  as  it 
relates  to  construction  and  inspection  procedures;  construction  methods 
and  the  strengths  and  uses  of  construction  materials  as  they  relate  to 
the  mechanical  and  electrical  phases  of  construction  projects. 

Requires  considerable  ability  to  read  and  interpret  construction 
plans,  drawings  and  specifications;  review  antL  evaluate  unusual  field 
conditions  not  specified  in  contract  plans  and  specifications  and  to  make 
sound  recommendations  therefrom;  meet  and  consult  with  engineers,  con- 
tractors and  their  representatives  on  difficult  mechanical  construction 
matters;  requires  supervisory  ability. 

Requires  considerable  skill  in  the  application  of  mechanical  construc- 
tion and  inspection  techniques  and  procedures  to  practical  field  problems. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To :  No  normal  line  or  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   CONSTRUCTION  INSPECTOR  CODE:   6318 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  construction  inspec- 
tion work  in  connection  with  public  works  construction  or  conversion 
projects  to  assure  compliance  with  contract  plans  and  specifications; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  inspection  of  assigned  construction 
projects;  making  regular  personal  contacts  with  the  general  public, 
contractors  or  their  representatives  and  other  agencies  in  connection 
with  inspection  activities;  preparing  routine  reports  on  inspectional 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  a  variety  of  construction  projects,  such  as  exca- 
vating, backfilling  and  repaving  of  street  openings;  driveway, 
sidewalk,  curb,  gutter  and  catch  basin  installations;  underground 
utilities  and  side  sewer  installations. 

2.  Calculates,  sets  and  checks  line  and  grade  for  various 
projects;  operates  transit  and  level  in  connection  with  inspection 
activities. 

3.  Makes  a  variety  of  field  measurements  and  prepares  sketches 
and  drawings  of  field  conditions. 

h.      Collects  concrete  and  asphalt  samples  and  carries  out  routine 
physical  testing  of  such  samples;  makes  compaction  tests  on  soil 
samples;  maintains  records  and  prepares  reports  on  test  results. 

5.  Measures  and  computes  quantities  of  work  accomplished  for 
partial  payments;  prepares  and  submits  periodic  reports  on  inspections 
made  and  maintains  related  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  progressively  responsible  experi- 
ence in  surveying  and  inspectional  work  relating  to  engineering  con- 
struction projects;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of: 
construction  methods  and  techniques  and  the  uses  and  properties 
of  common  construction  materials;  the  use  and  care  of  surveying 
instruments;  higher  mathematics  and  its  application  to  inspection 
work. 

Requires  ability  to:  read  and  interpret  blueprints,  plans  and 
specifications;  prepare  ordinary  sketches  and  drawings;  deal 
effectively  with  contractors  or  their  representatives  on  routine 
field  problems;  prepare  reports  and  maintain  records  of  inspectional 
activities. 

Requires  skill  in  the  use  of  surveying  instruments. 


CLASS  TITLE:   CONSTRUCTION  INSPECTOR   (continued)  CODE:   6318 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Construction  Inspector 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  CONSTRUCTION  INSPECTOR  CODE:   6320 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  civil  engineering  work  of 
average  difficulty  as  project  engineer  on  minor  construction  or 
conversion  projects;  or  assists  a  project  engineer  in  the  inspection 
of  portions  of  major  engineering  construction  projects  to  assure 
compliance  with  contract  plans  and  specifications;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:  explaining,  carrying  out  and  en- 
forcing existing  inspectional  methods  and  procedures  in  connection 
with  construction  projects;  making  regular  contacts  with  the  general 
public,  other  departmental  personnel,  contractors  and  their  repre- 
sentatives in  connection  with  inspectional  activities;  preparing 
ordinary  inspectional  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  construction  of  streets,  sidewalks,  gutters  and  pipe 
line  services  for  conformance  with  contract  plans  and  specifications. 

2.  Interprets  contract  plans  and  specifications  for  contractors 
and  their  representatives;  sets  line  and  grade  for  contractors  on 
various  construction  projects. 

3.  Inspects  workmanship  and  materials  for  conformance  with  con- 
tract plans  and  specifications;  checks  shoring  of  excavation  and 
general  conditions  for  compliance  with  safety  regulations  to  protect 
public  and  private  property. 

h.     Measures  and  records  work  progress  of  contractors  in  connec- 
tion with  payment  for  work  accomplished;  prepares  and  submits  periodic 
progress  reports. 

5.  Assists  in  the  inspection  of  various  construction  projects, 
including  primary  and  secondary  streets,  bridges,  pumping  stations, 
reservoirs,  traffic  signal  installations  and  pile  driving  operations. 

6.  Collects  concrete  samples  for  laboratory  analysis  and  tests. 

7.  Uses  surveyor's  transit  and  level  in  checking  line  and  grade 
for  compliance  with  plans  and  specifications. 

8.  May  use  electronic  devices  and  equipment  in  locating  under- 
ground water  mains,  services,  pipes  and  related  facilities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  civil  engineering. 

Requires  two  years  of  progressively  responsible  experience  in 
surveying  and  inspectional  work  related  to  engineering  construction 
projects;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  CONSTRUCTION  INSPECTOR  CODE:   6320 

(continued) 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
the  operation,  adjustment  and  care  of  surveying  instruments; 
construction  methods  and  techniques  and  the  use  and  properties  of 
a  variety  of  construction  materials;  higher  mathematics  and  its 
application  to  construction  inspection  work. 

Requires  ability  to:  read  and  interpret  blueprints,  plans  and 
specifications;  deal  effectively  with  contractors  on  construction 
projects;  inspect  and  analyze  construction  methods  and  materials 
and  prepare  clear  and  concise  reports. 

Requires  considerable  skill  in  the  use  of  surveying  instruments. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Associate  Civil  Engineer 

Associate  Construction  Inspection  Engineer 

From:   Construction  Inspector 


CLASS  TITLE:   ASSOCIATE  CONSTRUCTION  INSPECTION  ENGINEER    CODE:   6322 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  civil  engineering  work  as 
resident  engineer  on  major  construction  or  conversion  projects;  assures 
compliance  with  contract  plans  and  specifications;  may  supervise  the 
work  of  subordinate  personnel  engaged  in  inspection  activities;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  interpreting,  enforcing  and  carrying 
out  existing  inspectional  methods  and  techniques  in  connection  with 
various  construction  and  conversion  projects;  making  regular  contacts 
with  the  general  public,  other  departmental  personnel,  contractors  and 
their  representatives  in  connection  with  inspectional  activities;  pre- 
paring and  reviewing  important  and  detailed  inspectional  reports  and 
records. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  and  supervises  the  inspection  of  a  wide  variety  of 
ordinary  and  complex  public  works  construction  projects  to  assure  com- 
pliance with  contract  plans  and  specifications. 

2.  Takes  measurements  of  work  progress  and  computes  quantity  of 
work  accomplished  relative  to  contractors'  payments;  prepares  periodical 
reports  of  work  progress. 

3.  Operates  surveying  instruments  in  establishing  line  and  grade 
for  work  to  be  done. 

ii.   Interprets  and  coordinates  contract  provisions  with  contractors 
and  their  representatives. 

5.   Prepares  field  drawings  and  sketches  for  reports  and  estimates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  four  years  of  responsible  engineering  experience  in  the 
inspection  of  major  construction  projects;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  theory  and  practice  of  civil  engineering,  particularly  as  it 
relates  to  construction  and  inspection  procedures;  modern  construction 
methods  and  the  strength  and  uses  of  construction  materials;  the  care 
and  use  of  surveying  instruments. 


GLASS  TITLE:   ASSOCIATE  CONSTRUCTION  INSPECTION  ENGINEER    CODE:   6322 
(continued) 

Requires  considerable  ability  to:  read  and  interpret  construction 
plans  and  drawings;  review  and  evaluate  unusual  field  conditions  not 
specified  in  contract  plans  and  specifications;  meet  and  consult  with 
engineers,  contractors  and  their  representatives  on  difficult  construc- 
tion matters;  requires  supervisory  ability. 

Requires  considerable  skill  in  the  application  of  construction  in- 
spection techniques  and  procedures  to  practical  field  problems;  the  use 
of  surveying  instruments. 

License:  Requires:   registration  as  a  professional  engineer  in  the 
state  of  California;  possession  of  a  valid  state  motor  vehicle  operator's 
license „ 

PROMOTIVE  LINES: 

To:   Civil  Engineer 

Construction  Inspection  Engineer 
From:  Senior  Construction  Inspector 
Assistant  Civil  Engineer 


CLASS  TITLE;   CONSTRUCTION  INSPECTION  ENGINEER  CODE:   632lj. 

•CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  perforins  difficult  and  responsible  profes- 
sional civil  engineering  work  as  resident  engineer  on  very  large  and  com- 
plex public  works  construction  projects;  assures  compliance  with  contract 
plans  and  specifications;  plans  and  assigns  duties  to  subordinate  profes- 
sional and  sub-professional  personnel  engaged  in  inspection  of  portions 
of  major  construction  projects;  and  performs  related  duties  as  required. 

Requires  responsibility  for  carrying  out,  interpreting  and  coordin- 
ating existing  inspectional  methods  and  procedures  in  connection  with  a 
variety  of  construction  projects;  making  regular  important  contacts  with 
other  departmental  personnel,  contractors  and  their  representatives  rel- 
ative to  technical  and  complex  interpretations  of  contract  plans  and 
specifications;  preparing,  checking  and  reviewing  important  inspectional 
reports  and  records, 

EXAMPLES  OF  DUTIES: 

1.  Inspects  and  supervises  the  inspection  of  a  wide  variety  of 
major  and  ordinary  construction  projects, 

2.  Prepares  and  reviews  work  progress  computations  relative  to 
payment  of  contractors. 

3.  Prepares  and  supervises  the  preparation  of  periodical  reports 
relative  to  progress  of  various  construction  projects. 

4.  Directs  and  checks  the  establishment  of  grades  and  locations 
of  work  to  be  done. 

5.  Confers  with,  and  supplies  information  to  the  public,  manufac- 
turers' representatives  and  contractors  relative  to  construction  and 
inspectional  activities;  interprets  provisions  of  contract  plans  and 
specifications . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  six  years  of  progressively  responsible  experience  in 
field  engineering,  construction  and  inspectional  work,  including  two 
years  of  responsible  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   civil  engineering  techniques  and  methods,  particularly  as  applied 
to  construction  and  inspection  procedures  for  major  construction 
projects;  modern  construction  methods  and  the  strength  and  uses  of 
construction  materials;  the  operation  of  surveying  instruments. 

Requires  considerable  ability  to  read  and  interpret  contract  plans 
and  specifications;  analyze  and  evaluate  field  conditions  not  specified 
on  contract  plans  and  specifications;  meet  and  confer  with  engineers, 
contractors  and  their  representatives  relative  to  interpretation  of 
contract  documents;  requires  administrative  ability. 

Requires  unusual  skill  in  the  application  of  construction  engineer- 
ing theory  and  techniques  to  practical  field  construction  problems. 


CLASS  TITLE:   CONSTRUCTION  INSPECTION  ENGINEER  ( continued)   CODE;   632U 

License :  Requires:  registration  as  a  professional  engineer  in  the 
state  of  California;  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:  Senior  Civil  Engineer 

Senior  Construction  Inspection  Engineer 

From;  Associate  Construction  Inspection  Engineer 
Associate  Civil  Engineer 


CLASS  TITLE:   SENIOR  CONSTRUCTION  INSPECTION  ENGINEER       CODE:   6326 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  directing 
the  activities  of  professional  and  sub-professional  engineering  personnel 
engaged  in  the  inspection  of  public  works  construction  projects  to  assure 
compliance  with  construction  plans  and  specifications 5  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   developing  and  coordinating 
inspectional  techniques  and  methods  relative  to  inspection  and  acceptance 
of  a  wide  variety  of  construction  projects)  continuing  contacts  with 
other  departmental  personnel,  professional  engineers,  architects,  con- 
tractors and  their  representatives  in  connection  with  interpreting  con- 
tract plans  and  specifications;  requires  overall  supervisory 
responsibility  for  the  preparation  of  important  inspectional  reports 
and  records . 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  field  inspection 
crews  in  obtaining  compliance  with  all  contract  plans  and  specifications 
for  construction  projects,  assuring  uniform  and  correct  work  methods 
and  the  submission  of  prompt  and  accurate  reports  of  progress  on  various 
projects. 

2.  Directs  the  assembling  of  contract  data  and  preparation  and 
distribution  of  instructions  and  change  orders,  specifications  and 
interpretations  to  departmental  personnel  and  contractors. 

3.  Directs  the  preparation  and  maintenance  of  inspectional  and 
project  reports  and  the  preparation  of  related  correspondence. 

k.  Meets  and  confers  with  other  bureaus,  departments  and  agencies 
on  a  variety  of  technical  matters  related  to  the  construction  of  public 
buildings . 

5.   Assigns  and  directs  the  training  of  subordinate  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering . 

Requires  eight  years  of  progressively  responsible  field  inspection 
and  construction  engineering  experience,  including  four  years  of 
responsible  supervisory  and  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   modern  methods,  principles  and  techniques  of  civil  engineering, 
particularly  as  applied  to  the  inspection  of  a  wide  variety  of  con- 
struction projects;  construction  methods  and  techniques  and  the  uses 
and  properties  of  construction  materials;  engineering  features  of  design 
and  construction  projects. 

Requires  unusual  ability  to:   interpret  and  evaluate  complex 
contract  plans  and  specifications;  resolve  difficult  and  complex  con- 
struction problems  not  covered  in  contract  documents;  meet  and  consult 


CLASS  TITLE:   SENIOR  CONSTRUCTION  INSPECTION  ENGINEER       CODE:   6326 
( continued) 

with  public  and  private  officials,  professional  engineers,  architects  and 
contractors;  requires  administrative  ability. 

Requires  unusual  skill  in  the  application  of  modern  engineering 
methods  and  procedures  to  practical  field  construction  problems. 

License:  Requires:   registration  as  a  professional  engineer  in  the 
state  of  California;  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Assistant  City  Engineer 
Principal  Civil  Engineer 

From:   Construction  Inspection  Engineer 


CLASS  TITLE:   BUILDING  CONSTRUCTION  INSPECTOR  CODE:   6330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  inspectional  work 
in  connection  with  the  construction  and  modification  of  public  buildings 
to  assure  compliance  with  contract  plans  and  specifications  and  the  codes 
and  laws  pertaining  to  public  building  construction;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  inspection 
methods  and  procedures  and  existing  codes  and  laws  relating  to  public 
building  construction;  making  regular  contacts  with  contractors' 
representatives,  other  departmental  personnel  and  the  general  public 
relative  to  inspectional  activities;  preparing  records  and  reports  of 
inspectional  assignments. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  all  materials  and  workmanship  in  the  construction  and 
repair  of  public  buildings  for  compliance  with  contract  plans  and 
specifications;  assures  adherence  to  laws,  codes  and  ordinances  regulating 
public  building  construction. 

2.  Reviews  and  resolves  routine  field  construction  problems;  refers 
complex  or  major  problems  to  superiors  for  their  consideration  and 
determination . 

3.  Prepares  periodic  progress  and  related  reports  on  assigned 
projects;  reports  on  work  performed  and  time  utilized  by  the  various 
crafts  assigned  to  projects. 

k»      Coordinates  work  sequences  of  various  contractors  participating 
on  assigned  projects. 

5.   Investigates  complaints  on  completed  projects  and  initiates 
necessary  remedial  action. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  journeyman  level  building  construction 
and  inspection  experience,  including  at  least  one  year  in  responsible 
charge  of  major  building  construction  projects;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   building  construction  methods  and  techniques  and  the  properties  and 
uses  of  related  construction  materials  and  equipment;  laws,  ordinances 
and  codes  pertaining  to  public  building  construction. 

Requires  ability  to:   read  and  interpret  blueprints,  plans  and 
specifications;  inspect  and  analyze  building  construction  methods  and 
materials;  deal  effectively  with  contractors  and  others  on  assigned 
construction  projects;  prepare  clear  and  concise  reports  on  inspectional 
activities. 

Requires  skill  in  the  use  of  surveying  instruments. 


CLASS  TITLE:   BUILDING  CONSTRUCTION  INSPECTOR  CODE:   6330 

( continued) 

PROMOTIVE  LINES: 

To:   Chief  Building  Construction  Inspector 

From:   Original  entrance  examination 


CLASS  TITLE:   CHIEF  BUILDING  CONSTRUCTION  INSPECTOR        CODE:   6332 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  activities 
of  subordinate  inspectors  engaged  in  inspecting  the  construction  or 
modification  of  public  buildings  to  assure  compliance  with  contract  plans 
and  specifications  and  the  codes,  laws  and  ordinances  pertaining  to 
public  building  construction;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  er forcing  inspectional 
methods  and  procedures  relative  to  a  variety  of  building  construction 
projects;  making  regular  contacts  with  contractors,  their  representatives 
and  other  persons  involved  in  building  construction  projects;  preparing 
and  reviewing  important  records  and  reports  on  inspectional  activities. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  inspection  of  public  building  con- 
struction and  modification  projects  to  assure  compliance  with  contract 
plans  and  specifications;  supervises  the  enforcement  of  all  laws,  ordinances 
and  codes  pertaining  to  public  building  construction. 

2.  Reviews  labor  and  materials  estimates  submitted  by  contractors 
for  work  resulting  from  contract  modifications. 

3.  Reviews  and  resolves  complex  or  major  construction  problems 
arising  on  various  projects;  makes  field  inspections  necessary  to  resolve 
such  problems. 

U.   Reviews  and  inspects  completed  projects  and  recommends  acceptance 
accordingly;  reviews  complaints  on  completed  projects,  determines 
responsibility  and  takes  corrective  action  necessary. 

5>.   Supervises  the  preparation  and  processing  of  inspection  reports 
on  assigned  projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  journeyman  level  building  construction 
and  inspection  experience,  including  three  years  of  responsible  super- 
visory experience  in  major  building  construction  and  inspection  work;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   building  construction  methods  and  techniques  and  the  uses  and 
properties  of  construction  materials  and  equipment;  the  laws,  ordinances 
and  codes  pertaining  to  public  building  construction. 

Requires  considerable  ability  to:   plan,  assign  and  supervise  the 
activities  of  subordinate  personnel;  rea"3'  and  interpret  contract  plans, 
specifications  and  documents;  analyze  complex  building  construction 
problems  and  make  sound  recommendations  or  decisions  necessary  to  resolve 
such  problems;  deal  effectively  with  contractors  and  others  involved  in 
building  construction  projects;  supervise  the  preparation  and  processing 
of  detailed  inspectional  records  and  reports. 


CLASS  TITLE:   CHIEF  BUILDING  CONSTRUCTION  INSPECTOR         CODE:   6332 
( continued) 

PROMOTIVE  LINES: 

To:   Public  Buildings  Maintenance  and  Repair  Assistant  Superintendent 

From:   Building  Construction  Inspector 
Building  Inspector 
Senior  Building  Inspector 


CODE:   7000 


LABOR  AND  TRADES  SERVICE 


CLASS  TITLE:  MAINTENANCE  AND  REPAIR  ASSISTANT  CODE:   7102 

SUPERINTENDENT,  HETCH  HETCHY  PROJECT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  planning,  directing  and  super- 
vising the  general  maintenance  and  repair  division  of  the  hetch  hetchy 
project,  including  the  construction,  inspection,  maintenance  and  repair 
of  all  water  supply  structures,  buildings,  facilities  and  appurtenant 
equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures  in  the  assigned  divi- 
sion; achieving  considerable  economies  and/or  preventing  considerable 
losses  through  the  efficient  supervision  of  activities  and  enforcing  the 
proper  use  and  handling  of  materials,  equipment  and  supplies;  making 
regular  contacts  with  subordinate  supervisors  and  employees  for  the  pur- 
pose of  carrying  out  plans,  specifications,  work  methods  and  procedures; 
the  preparation,  review  and  approval  of  important  operational,  construc- 
tion and  maintenance  records  for  relatively  large  projects. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  directs  and  supervises  the  maintenance  and  repair 
activities  in  an  assigned  district,  including  dams,  powerhouses,  tunnels, 
canals,  aqueducts,  penstocks  and  their  respective  inlet  and  outlet 
valves,  valve  houses,  structures  and  premises;  also,  the  administration 
buildings,  workers'  residences,  garages,  shops  and  other  structures. 

2.  Supervises  the  maintenance  of  appurtenant  structures  and  facil- 
ities, such  as,  streets  and  trails,  powerhouses,  aqueducts  and  gauging 
stations. 

3.  Supervises  the  maintenance  of  watershed  properties  together 
with  related  items,  including  bridges,  fences,  domestic  water  lines, 
chlorinating  systems,  pumps,  tanks,  sanitary  sewers,  storm  sewers,  drain- 
age canals  and  their  respective  appurtenances. 

k.      Conducts  regular  field  inspections  of  all  operating  features  in- 
cluding control  installations,  treatment  plants  and  ventilating  systems; 
supervises  the  operation  of  control  equipment  in  de -watering  or  filling 
of  supply  line  systems;  directs  all  changes  in  water  flow  as  requested  by 
the  water  department;  regulates  automatic  control  equipment;  adjusts, 
regulates  and  calibrates  recording  flow  meters,  telemetering  transmitters 
and  receivers. 

5.  Prepares  daily  reports;  explains  and  reports  operating  details 
to  superior;  prepares  annual  reports  and  records,  as  required. 

6.  Promotes  and  maintains  amiable  relations  with  property  owners  in 
vicinity  of  aqueduct  and  other  properties;  investigates  and  prepares  pre- 
liminary reports  concerning  damage  claims  due  to  flooding,  drainage,  dam- 
age to  roads  and  other  conditions. 


CLASS  TITLE:  MAINTENANCE  AND  REPAIR  ASSISTANT  CODE:   7102 

SUPERINTENDENT,  HETCH  HETCHY  PROJECT 
''continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  two  years  of  college  or  univer- 
sity training,  with  major  course  work  in  civil  engineering,  hydraulics 
or  building  construction,  supplemented  by  at  least  eight  years  of  ex- 
perience in  various  types  of  heavy  engineering  and  building  construc- 
tion, preferably  in  connection  with  the  development,  construction, 
operation  and  maintenance  of  a  large  water  utility  system,  of  which  at 
least  two  years  shall  have  been  in  an  important  supervisory  or  resident 
engineering  capacity;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  the  construction,  maintenance  and  operating  requirements  of  water 
works  supply  and  transmission  systems  including  dams,  tunnels,  aque- 
ducts, supply  lines,  buildings,  structures  and  appurtenant  works  and 
equipment. 

Requires  ability  to:   organize,  direct  and  supervise  a  number  of 
crews  on  important  work  projects;  supervise  the  general  construction 
and  maintenance  of  hydraulic  projects  and  related  engineering  struc- 
tures. 

PROMOTIVE  LINES: 

To:  Maintenance  and  Repair  Superintendent,  Hetch  Hetchy  Project 

From:   Utility  General  Foreman 


CLASS  TITLE;   MECHANICAL  SHOP  AND  EQUIPMENT  CODE:   710U 

ASSISTANT  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  directing  the  maintenance  and  repair  of 
all  hetch  hetchy  mechanical  plant  and  automotive  machinery  and  equipment; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and 
enforcing  existing  methods  and  maintenance  and  repair  procedures;  making 
regular  contacts  with  other  departmental  personnel,  the  general  public 
and  outside  organizations  in  connection  with  maintenance  and  repair 
activities;  preparing,  checking  and  reviewing  detailed  maintenance  and 
repair  operational  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  supervising  the  mechanical  maintenance  and  repair 
of  a  wide  variety  of  plant  facilities  and  equipment,  including  power 
houses,  dams,  reservoirs,  valve  houses,  aqueduct  and  water  purification 
plants. 

2.  Assists  in  supervising  the  repair  and  service  of  automotive 
and  road  maintenance,  machinery  and  equipment. 

3.  Supervises  the  machining  and  fabrication  of  special  parts,  tools 
and  equipment. 

h.     Supervises  the  assembly,  disassembly  maintenance,  and  repair  of 
heavy  machinery. 

5.  Requisitions  materials,  parts,  tools  and  supplies  necessary  to 
maintenance  and  repair  activities. 

6.  Maintains  shop  records  of  time  worked,  materials  used  and 
vehicle  performance  and  mileage  reports. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  journeyman  level  experience  as 
a  machinist  or  automotive  mechanic  in  the  maintenance  and  repair  of  a 
wide  variety  of  mechanical  and  automotive  machinery  and  equipment, 
including  two  years  of  supervisory  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,   Abilities  and  Skills:  Requires  considerable  knowledge 
of;   the  principles,  methods,  materials,  tools  and  equipment  used  in 
mechanical  maintenance,  machine  shop  and  automotive  repair  work;  the 
maintenance  and  repair  requirements  of  hydroelectric  turbines,  valves, 
valve  controls  and  automotive  road  maintenance  machinery  and  equipment. 

Requires  considerable  ability  to:   plan,  assign,  supervise  and 
inspect  the  work  of  subordinate  craftsmen  and  other  personnel;  read 
and  interpret  sketches,  drawings  and  blue  prints;  prepare  and  maintain 
a  variety  of  shop  operating  records  and  reports. 


CLASS  TITLE:  MECHANICAL  SHOP  AND  EQUIPMENT  CODEs   710U 

ASSISTANT  SUPERINTENDENT  (continued) 

PROMOTIVE  LINES: 

To j  Mechanical  Shop  and  Equipment  Superintendent 

From:   General  Utility  Mechanic  Foreman 


CLASS  TITLE:   BUILDING  AND  GROUNDS  MAINTENANCE  CODE:   7120 

SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  organizes,  directs  and  supervises  the 
maintenance  and  repair  activities  for  a  group  of  buildings  and 
surrounding  grounds,  including  physical  properties,  machinery,  equipment 
and  other  pertinent  inside  and  outside  facilities;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  interpret- 
ing, coordinating  and  enforcing  policies,  methods  and  procedures  for  a 
comprehensive  overall  maintenance  program;  making  regular  contacts  with 
supervisory  personnel  in  various  departments  and  with  representatives 
of  outside  organizations  in  connection  with  maintenance  and  repair 
matters;  checking,  reviewing  and  approving  detailed  operational  and  work 
performance  data  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  activities  and  personnel  engaged  in  the  general 
maintenance  and  repair  of  all  buildings  and  grounds,  other  than  house- 
keeping activities. 

2.  Plans  and  directs  a  continuous  preventative  maintenance  program; 
assigns  duties  to  all  permanent  craft  and  building  trade  mechanics, 
operating  engineers  and  maintenance  personnel  engaged  in  the  upkeep 

and  operations  of  buildings  and  adjacent  grounds. 

3.  Authorizes  the  employment  of  all  temporary  and/or  interdepart- 
mental specialized  personnel  for  specific  projects,  as  found  necessary 
for  the  proper  operation  and  maintenance  of  all  facilities. 

h.     Confers  with  the  administrator,  department  heads,  department 
of  public  works  and  other  concerned,  to  effectuate  necessary  cooperation 
and  coordination  required  in  the  satisfactory  functioning  of  maintenance 
and  operational  activities. 

5.  Plans  and  supervises  the  repair,  maintenance  and  alteration  of 
mechanical  and  electrical  systems;  advises  administrator  and  department 
heads  on  specific  operational  or  mechanical  features  of  complex  equipment. 

6.  Acts  in  behalf  of  the  administrator  or  department  head  during 
various  engineering  and  architectural  design  stages  pertaining  to  the 
rehabilitation  or  repair  of  major  machinery  and  equipment  units; 
correlates  various  operations  in  connection  with  their  installation. 

7.  Supervises  all  power  plant  operations  including  steam  and  elec- 
trical power  generation  and  distribution,  refrigeration  and  air  con- 
ditioning; supervises  maintenance  and  repair  of  all  laundry  and  kitchen 
equipment,  elevators,  and  repair  shops. 

8.  Prepares  annual  budget  estimates  for  activities  supervised; 
confers  with  administrator  on  requirements  for  personnel,  materials, 
supplies  and  equipment;  subsequently  is  responsible  for  expenditures 
for  professional  and  non-professional  services  within  budgetary  allo- 
cations. 

9.  Supervises  the  maintenance  and  routine  care  of  the  landscaped 
areas  adjacent  to  all  buildings  including  care  of  trees,  shrubs,  flowers 
and  lawns;  supervises  the  maintenance  of  all  pedestrian  walks  and  auto- 
mobile parking  areas. 


CLASS  TITLE:   BUILDING  AND  GROUNDS  MAINTENANCE  CODE:   7120 

SUPERINTENDENT  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  progressively  responsible  experience 
in  building  maintenance  and  repair  work  and  in  the  maintenance  and 
operation  of  a  wide  variety  of  associated  mechanical,  electrical  and 
related  machinery;  or  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  various  crafts  associated  with  mechanical  operation  and 
maintenance  aspects  of  large  plant  machinery  and  equipment;  general 
building  maintenance  and  repair  and  upkeep  of  adjacent  grounds. 

Requires  considerable  ability  to:  direct  and  get  along  well  with 
others;  plan  overall  mechanical  and  building  maintenance  programs; 
organize  and  direct  different  skilled  crafts  engaged  in  such  activities. 

PROMOTIVE  LINES: 

To:  No  Normal  Line  of  Promotion 

From:  Chief  Operating  Engineer 
Building  Superintendent 


CLASS  TITLE:   BUILDINGS  MAINTENANCE  SUPERINTENDENT        CODE:   7122 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  the  maintenance  and  repair  and 
plant  operation  activities  of  a  large  complex  of  public  buildings  and 
related  facilities;  plans,  assigns  and  directs  the  activities  of  various 
skilled  craftsmen  and  others  engaged  in  maintenance  and  operational 
activities;  and  performs  related  duties  as  required.  Requires  consid- 
erable responsibility  for:  interpreting,  coordinating  and  enforcing 
existing  procedures  and  methods  relating  to  the  operation,  maintenance  and 
repair  of  public  buildings  and  related  plant  machinery  and  equipment; 
making  regular  contacts  with  the  general  public,  other  departmental 
personnel  and  representatives  of  outside  organizations  in  exchanging 
information,  explaining  procedures  and  regulations  relating  to  the 
maintenance  and  operation  of  public  buildings;  supervising  the  preparation 
of  operating  records  and  reports  of  time  and  work  accomplished. 

EXAMPLES  OF  DUTIES: 

1.  Develops,  supervises  and  reviews  a  continuous  preventive 
maintenance  program  for  all  buildings;  initiates  budget  requests  for 
maintenance  repair  and  operation  for  buildings  supervised;  supervises 
the  operation,  maintenance  and  repair  of  high  pressure  boilers  and 
other  mechanical,  electrical,  air  conditioning,  refrigeration  and 
elevator  equipment. 

2.  Inspects  and  certifies  as  to  the  satisfactory  completion  of 
work  done  by  city  shops  or  crafts  under  private  contract  prior  to 
certification  for  payment. 

3.  Makes  recommendations  to  supervisor  concerning  probationary 
reports  on  employees  supervised  and  on  other  personnel  matters;  is 
authorized  to  purchase  materials  and  supplies  to  carry  on  the  above 
operations  within  the  limits  of  available  funds;  issues  purchase  orders 
for  materials  and  supplies;  keeps  record  of  time  and  work  done  and 
other  operational  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  nine  years  of  progressively  responsible 
experience  in  building  maintenance  and  repair  work  and  in  the  maintenance, 
repair  and  operation  of  a  wide  variety  of  associated  mechanical  and  elec- 
trical heating,  ventilating  and  related  machinery  and  equipment;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  building  maintenance  and  repair  practices  and  procedures  and  the 
operation  and  maintenance  requirements  of  associated  machinery  and 
equipment,  including  heating,  ventilating,  electrical  and  other  utility 
equipment;  the  common  trades  and  their  practices;  materials  and  equipment 
used  in  repair  and  maintenance  of  public  buildings  and  equipment. 


CLASS  TITLE:   BUILDINGS  MAINTENANCE  CODE:   7122 

SUPERINTENDENT  (continued) 

Requires  considerable  ability  to:  plan,  organize  and  direct  a 
comprehensive  building  and  operational  maintenance  program  including 
the  development  of  maintenance  standards;  coordinate  maintenance  ser- 
vices with  the  operation  of  other  building  services  and  activities; 
work  effectively  with  administrative  personnel,  subordinate  super- 
visory employees,  and  representatives  of  outside  agencies  and  groups. 

PROMDTIVE  LINES: 

To:  Buildings  and  Grounds  Superintendent 

From:  Chief  Operating  Engineer 


CLASS  TITLE:   MACHINE  SHOP  AMD  PARKING  CODE:   ?123 

METER  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS; 

Under  direction,  is  responsible  for  the  manufacture  and  mechanical 
maintenance  and  repair  of  fire  alarm  instruments  and  equipment,  traffic 
signal  installations,  police  communication  equipment  and  parking  meters; 
plans,  assigns  and  supervises  the  activities  of  a  large  group  of  skilled 
and  semi-skilled  personnel  engaged  in  such  activities;  and  performs  re- 
lated duties  as  required. 

Requires  considerable  responsibility  for:   interpreting,  enforcing 
and  carrying  out  existing  methods  and  procedures  relative  to  maintenance 
and  repair  functions;  making  regular  contacts  with  the  general  public, 
other  departmental  personnel  and  outside  organizations  in  connection  with 
maintenance  and  repair  activities;  preparing,  checking  and  reviewing  or- 
dinary operation  and  inspection  reports  and  preparing  related  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  machine  shop  and  instrument  making  functions  includ- 
ing the  complete  overhaul  of  parking  meter  mechanisms  and  the  repair  and 
conversion  of  communication  equipment;  supervises  the  painting  of  fire 
alarm,  police  communication  and  traffic  signal  equipment,  parking  meters 
and  air  raid  sirens;  supervises  the  assignment  and  minor  maintenance  of 
all  vehicular  and  construction  equipment. 

2.  Confers  and  corresponds  with  suppliers  relative  to  materials, 
supplies  and  equipment  utilized  in  maintenance  and  repair  activities. 

3.  Supervises  the  maintenance  of  parking  meter  office  records  and 
location  maps. 

U.   Requisitions  and  checks  delivery  of  material  and  supplies  and 
maintains  time  and  production  records. 

5.  Prepares  annual  budget  requests  for  materials,  supplies  and 
equipment  for  machine  shop  and  field  operations. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  journeyman  level  experience  as  a 
machinist  or  instrument  maker,  including  two  years  of  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   machine  shop  tools  and  equipment,  materials  and  practices;  the  prop- 
erties and  use  of  various  types  of  materials;  modern  office  methods  and 
techniques. 


CLASS  TITLE:   MACHINE  SHOP  AND  PARKING  CODE:   7123 

METER  SUPERINTENDENT  (continued) 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
work  of  subordinate  personnel;  review  and  analyze  drawings,  sketches 
and  plans;  maintain  operating  records  and  prepare  related  reports. 

Requires  a  high  degree  of  skill  in  the  use  of  machine  shop  tools, 
equipment  and  materials. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ators license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Machinist  Foreman 

Instrument  Maker  Foreman 


CLASS  TITLE:   MAINTENANCE  AND  REPAIR  SUPERINTENDENT,        CODE:   712l| 
HETCH  HETCHY  PROJECT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  directs  and  supervises  the  construc- 
tion, inspection,  maintenance  and  repair  of  all  water  supply  structures, 
buildings,  facilities  and  appurtenant  equipment;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:   carrying  out,  interpreting,  co- 
ordinating and  enforcing  existing  policies,  methods  and  procedures  in- 
volved in  maintenance  of  water  supply  facilities;  achieving  considerable 
economies  and/or  preventing  considerable  losses  through  efficient  super- 
vision of  activities  and  enforcing  proper  use  and  handling  of  materials, 
equipment  and  supplies:  making  regular  contacts  with  subordinate  super- 
visors, employees  and  management  for  the  purpose  of  furnishing  or  obtain- 
ing information  or  explaining  specific  matters;  the  preparation,  review 
and  approval  of  important  operational,  construction  and  maintenance 
records  for  relatively  large  projects. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  participates  in  the  preparation  of  estimates  for 
labor,  materials,  supplies  and  equipment  for  various  work  projects;  ap- 
proves expenditures  for  materials  and  supplies;  plans  and  recommends 
procedures  for  maintenance  and  repairs;  directs  the  progress  of  mainte- 
nance work;  checks  progress  of  contract  operations. 

2.  Directs  surveys  and  field  engineering  for  new  work  and  recon- 
struction projects;  directs  the  preparation  of  maps  and  plans;  checks 
computations  and  completed  plans  and  specifications  and  makes  recommen- 
dations for  changes  or  corrections,  as  deemed  necessary. 

3.  Inspects  dams,  tunnels,  pipe  lines,  structures,  buildings, 
roads,  operational  equipment  and  other  appurtenances;  prepares  reports 
of  inspections  made,  together  with  pertinent  recommendations. 

i|.   Prepares  reports  covering  maintenance  work  accomplished  and 
planned  work  on  various  projects;  prepares  progress  reports  on  contract 
construction;  directs  the  distribution  of  costs  for  labor,  materials 
and  supplies. 

5.  Supervises  and  participates  in  the  preparation  of  annual  budget 
estimates  together  with  supporting  information;  subsequently  controls 
expenditures  within  budgetary  appropriations. 

6.  Meets  and  confers  with  representatives  of  national  park  and 
forest  services;  also,  with  state,  county  and  local  authorities  concern- 
ing mutual  interest  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  col- 
lege or  university,  with  major  course  work  in  civil  engineering. 

Requires  at  least  ten  years  of  professional  engineering  experience 
in  various  types  of  construction  work,  preferably  in  connection  with  the 
development  of  a  large  water  utility  system,  of  which  at  least  three 
years  shall  have  been  in  an  important  supervisory  or  resident  engineer- 
ing capacity;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   MAINTENANCE  AND  REPAIR  SUPERINTENDENT,        CODE:   712i| 
HETCH  HETCHY  PROJECT  (continued) 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  the  construction,  maintenance  and  operating  requirements  of  water 
works  supply  and  transmission  systems,  including  dams,  tunnels,  aque- 
ducts, supply  lines,  buildings,  structures  and  appurtenant  works  and 
equipment. 

Requires  considerable  ability  to:   organize,  direct  and  supervise 
a  number  of  crews  and  important  projects;  supervise  the  general  con- 
struction and  maintenance  of  hydraulic  projects  and  related  engineering 
structures. 

PROMOTIVE  LINES: 

To:  Hetch  Hetchy  Project  Engineer  of  Operations 

From:  Maintenance  and  Repair  Assistant  Superintendent, 
Hetch  Hetchy  Project 


CLASS  TITLE:   MECHANICAL  SHOP  AND  EQUIPMENT  SUPERINTENDENT    CODE:    7126 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  maintenance 
and  repair  of  all  hetch  hetchy  mechanical  plant  and  automotive  machinery 
and  equipment;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and  execut- 
ing all  mechanical  maintenance  and  repair  methods  and  procedures;  making 
regular  contacts  with  other  departmental  personnel,  the  general  public  and 
outside  organizations  in  connection  with  maintenance  and  repair  activities; 
requires  over-all  supervisory  responsibility  for  the  preparation  and  main- 
tenance of  shop  operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  inspects  and  directs  the  mechanical  maintenance  and 
repair  programs  for  facilities  and  equipment,  including  power  houses,  dams, 
reservoirs,  valve  houses,   aqueducts  and  water  purification  plants., 

2.  Plans  and  directs  the  maintenance  and  repair  of  all  automotive,  road 
maintenance  and  portable  machines  and  equipment. 

3.  Directs  shop  and  field  activities  in  connection  with  the  fabrication 
of  parts,  tools  and  equipment  necessary  to  maintenance  and  repair  activities. 

U.  Prepares  specifications  for  the  purchase  of  new  equipment;  prepares 
cost  estimates  for  major  repair  jobs. 

p.   Prepares  and  directs  the  preparation  of  requisitions  for  supplies, 
materials  and  parts  for  maintenance  and  repair  operations. 

6.  Directs  the  preparation  and  maintenance  of  shop  operating  and  vehicle 
performance  records  and  reports. 

7.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  eight  years  of  progressively  responsible  journeyman 
level  experience  in  the  maintenance  and  repair  of  a  wide  variety  of  mechan- 
ical installations  and  automotive  machinery  and  equipment,  preferably  in- 
cluding experience  in  the  operation  of  a  large  machine  and  automotive 
equipment  repair  shop  and  including  four  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  principles,  methods,  materials,  tools  and  equipment  used  in  mechanical 
maintenance,  machine  shop  and  automotive  repair  work;  the  maintenance  and 
repair  requirements  of  hydroelectric  turbines,  valves,  valve  controls  and 
automotive  road  maintenance  machinery  and  equipment. 


CLASS  TITLE:   MECHANICAL  SHOP  AND  EQUIPMENT  SUPERINTENDENT    CODE?    7126 

(Continued) 

Requires  considerable  ability  to:  plan,  assign,  supervise  and  inspect 
the  work  of  subordinate  craftsmen  and  other  personnel]  read  and  interpret 
sketches,  drawings  and  blueprints;  prepare  and  maintain  a  variety  of  shop 
operating  records  and  reports. 

PROMOTIVE  LINES: 

To:   Equipment  Maintenance  General  Superintendent 
City  Shops  General  Superintendent 

From:   Mechanical  Shop  and  Equipment  Assistant  Superintendent 


CLASS  TITLE:   POWER  HOUSE  SUPERINTENDENT  CODE:   7128 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsible  charge  of  the 
operation  and  maintenance  of  a  large  electric  power  generating  plant, 
including  water  turbines,  electric  generating  machinery,  stationary- 
engines,  and  other  appurtenant  machinery  and  equipment,  as  well  as  the 
adjacent  structures  and  premises;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  developing,  coordinating, 
and  executing  established  policies,  procedures  and  methods  in  connection 
with  the  generation  of  electric  energy;  achieving  major  economies  and/or 
preventing  major  losses  through  efficient  supervision  of  all  power  house 
machinery,  equipment  and  facilities,  and  enforcing  the  proper  handling 
of  all  machinery,  materials  and  supplies  of  large  quantity  and  high  value; 
making  regular  contacts  with  superiors,  other  departments  and  representa- 
tives of  outside  organizations,  for  furnishing  or  obtaining  pertinent 
information  regarding  numerous  phases  of  electric  power  generation  and 
transmission;  the  gathering  of  important  operational  and  technical  data 
and  records  regarding  specific  aspects  of  electric  power  generation. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  direct  responsible  charge  over  the  operation  of  a 
large  hydro-electric  generating  plant  together  with  its  associated 
transmission  power  lines  and  their  interconnections;  supervises  the 
maintenance  and  repair  of  all  power  house  machinery  and  equipment; 
confers  and  receives  direction  from  the  engineer  of  operations  on  overall 
power  generating  program  and  related  matters. 

2.  Supervises  all  employees  including  power  house  operators,  elec- 
tricians, reservoir  keepers  and  other  auxiliary  personnel,  as  required; 
prepares  work  programs  and  shift  schedules  and  assigns  personnel  accord- 
ingly. 

3.  Conducts  periodic  inspections  of  power  house,  aqueduct,  dams, 
gate  houses,  water  pumps,  forebays,  radio  communications  system,  and 
other  equipment;  inspects  and  supervises  the  maintenance,  repair,  and 
overhaul  of  machinery  in  the  power  house  as  well  as  all  other  equip- 
ment associated  with  power  house  operations. 

Ij..  As  result  of  inspections  and  observations,  prepares  reports  of 
defects  found  on  all  equipment  and  buildings  which  are  found  to  require 
maintenance  or  repair. 

5.  Supervises  clerical  work  related  to  the  power  house  operations, 
such  as  daily  time  reports,  material  requisitions,  truck  and  equipment 
reports,  weekly  gas  and  oil  reports;  prepares  monthly  accounting  of 

all  electric  energy  generators. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 


CLASS  TITLE:   POWER  HOUSE  SUPERINTENDENT  (continued)       CODE:   7128 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  practical  experience  in  various 
phases  of  hydro-electric  generating  and  power  house  operations  with  a 
large  private  or  public  utility  organization;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  hydro-electric  generating  plant  operation  and  maintenance  require- 
ments; the  tools,  machinery,  equipment  and  methods  necessary  to  the 
maintenance  and  operation  of  a  large  hydro-electric  plant  and  related 
distribution  systems. 

Requires  considerable  ability  to:  Plan,  assign  and  direct  the 
activities  of  subordinate  personnel;  inspect,  review  and  recommend  on 
plant  operating  and  maintenance  matters;  direct  the  preparation  of,  and 
review  important  and  detailed  records  and  reports  relating  to  power 
generation,  distribution  and  consumption;  deal  effectively  and  court- 
eously with  other  departmental  personnel  and  the  general  public. 

PROMOTIVE  LINES: 

To:  Engineer  of  Operations 

From:  Senior  Power  House  Operator 


CLASS  TITLE:   POWER  AND  PLANT  SUPERINTENDENT  CODE:   7130 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  is  responsible  for  the 
proper  operation,  maintenance  and  repair  of  overhead  lines  and  appur- 
tenances, power  distribution  plant,  street  railway  track  and  roadbed 
for  the  municipal  transit  system;  directs  the  installation,  removal 
or  alteration  of  power  and  plant  equipment;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  enforcing 
and  coordinating  existing  policy,  methods  and  procedures  relative  to 
the  operation, maintenance  and  repair  of  overhead  lines  and  power  dis- 
tribution for  the  municipal  transit  system;  assisting  in  developing  new 
policy,  methods  and  procedures  for  the  division;  making  responsible 
contacts  with  the  general  public,  other  division  heads  or  representatives 
of  outside  agencies  for  the  purpose  of  obtaining  or  supplying  services 
and  information;  preparation,  checking  and  reviewing  of  important  and 
detailed  operational  and  maintenance  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  a  large  group  of 
subordinate  personnel  engaged  in  the  maintenance  and  repair  of  overhead 
trolley  lines  and  related  appurtenances,  the  operation,  maintenance 
and  repair  of  power  generating  and  sub-station  machinery  and  equipment, 
the  maintenance  and  repair  of  street  railway  and  cable  car  tracks  and 
roadbeds. 

2.  Supervises  the  preparation  of,  approves  and  forwards  requisi- 
tions for  materials  and  supplies. 

3.  Prepares  and  checks  cost  estimates  and  makes  recommendations 
for  repairs. 

U.   Directs  investigation  of  complaints  and  makes  recommendations 
as  to  their  adjustment. 

5.  Investigates  field  work  in  process  for  compliance  with  proper 
procedures  and  methods. 

6.  Consults  with  public  utilities  engineers  and  directs  the 
installation,  removal  or  alteration  of  power  plant  equipment. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  nine  years  of  progressively  responsible  exper- 
ience in  the  operation,  maintenance  and  repair  of  power  generating  and 
related  distribution  systems,  with  substantial  experience  in  the 
maintenance  of  surface  tracks  and  roadbeds,  including  at  least  five 
years  of  responsible  supervisory  and  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE-,   POWER  AND  PLANT  SUPERINTENDENT  CODE:   7130 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  operation,  maintenance  and  repair  requirments  of  power  gen- 
erating machinery  and  equipment;  railway  lines,  roadbeds,  and  related 
transit  facilities;  transit  power  distribution  systems  and  electrically 
operated  transit  equipment 

Requires  ability  to:   plan,  assign  and  direct  the  maintenance  and 
repair  activities  of  a  large  group  of  subordinate  personnel;  review 
operating  and  maintenance  processes  and  procedures  and  make  sound 
recommendations  thereon;  prepare,  review  and  supervise  the  preparation 
of  important  and  detailed  operating  records  and  reports;  deal  effectively 
and  courteously  with  subordinate  personnel,  other  departmental  officers 
and  the  general  public. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   General  Foreman  Lineman 

Power  House  Electrician  Foreman 


CLASS  TITLE:   ELECTRICAL  MAINTENANCE  AND  CODE:   71,31 

CONSTRUCTION  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the  main- 
tenance, repair  and  operation  of  the  municipal  fire  alarm  system,  traffic 
signal  system,  police  telephone  and  telegraph  systems  and  air  raid  warn- 
ing systems;  plans,  assigns  and  directs  the  activities  of  a  large  group 
of  subordinate  personnel  engaged  in  such  work;  and  performs  related  du- 
ties as  required. 

Requires  considerable  responsibility  for:   carrying  out,  interpret- 
ing and  coordinating  existing  methods  and  procedures  in  connection  with 
maintenance,  repair  and  operation  activities;  making  regular  important 
contacts  with  the  general  public,  other  departmental  personnel  and  out- 
side organizations  in  connection  with  maintenance  and  repair  activities; 
preparing,  checking  and  reviewing  detailed  operational  and  maintenance 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Lays  out,  assigns  and  directs  the  work  involved  in  the  construc- 
tion, operation,  repair  and  maintenance  of  electrical  alarm  and  signal 
systems;  designs  and  prepares  specifications  for  new  alarm  and  signal  sys- 
tems equipment. 

2.  Makes  field  inspections  of  various  crews  performing  maintenance 
and  repair  work  to  assure  acceptable  quality  of  workmanship,  satisfactory 
work  progress  and  conformance  with  instructions  and  plans. 

3.  Reviews  and  approves  daily  time  and  work  reports;  prepares  annual 
budget  requirements  for  electrical  maintenance  and  repair  work;  reviews 
and  approves  requisitions  for  the  purchase  of  supplies  and  materials  for 
electrical  maintenance  and  construction  activities. 

h-      Reviews  requests  for  various  permits  to  assure  that  the  issuance 
of  such  permits  will  not  have  adverse  effects  on  communication  signal 
systems. 

5.   Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  eight  years  of  progressively  responsible  experience  in 
the  installation,  operation  and  maintenance  of  communication  and  signal 
systems,  including  four  years  of  responsible  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of: 
the  principles,  operational  and  maintenance  requirements  of  communications 
and  signal  systems  and  the  materials,  process  and  tools  necessary  to  main- 
tenance and  repair  of  such  systems;  existing  laws,  rules  and  ordinances 
pertaining  to  fire  alarm  and  emergency  communications  systems. 


CLASS  TITLE:   ELECTRICAL  MAINTENANCE  AND  CODE:   7131 

CONSTRUCTION  SUPERINTENDENT   (continued) 

Requires  considerable  ability  to:  plan,  organize  and  direct  the 
activities  of  subordinate  personnel;  deal  effectively  and  courteously 
with  the  general  public;  exercise  good  judgment  in  evaluating 
maintenance,  repair  and  emergency  problems  and  take  corrective  action; 
maintain  operational  records  and  prepare  and  review  technical  reports. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   General  Manager,  Department  of  Electricity 

From:  Electrician  General  Foreman 


CLASS  TITLE:   TRANSIT  EQUIPMENT  MAINTENANCE  SUPERINTENDENT    CODE:    7132 
CHARACTERISTICS  C?  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  mechanical  and 
electrical  maintenance,  repair,  overhaul  and  servicing  activities  in 
large  transit  equipment  repair  shops;  plans,  assigns  and  directs  the 
activities  cf  a  large  group  of  craftsmen  and  service  personnel  engaged  in 
such  work;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  assisting  in  developing,  coordinat- 
ing and  enforcing  existing  maintenance  and  repair  techniques  and  methods; 
making  regular  contacts  with  other  departmental  personnel  and  outside 
organizations  in  connection  with  transit  equipment  maintenance  and  repair 
activities;  preparing,  checking  and  reviewing  important  shop  and  vehicle 
operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  through  subordinate  foremen,  the  maintenance,  repair, 
overhaul  and  servicing  of  diesel,  gasoline  or  electrical  transit  equipment. 

2.  Supervises  clerical  and  record  keeping  activities,  including  the 
preparation  and  maintenance  of  equipment  records,  cost  details,  operating 
statistics,  requisitions  for  materials,  supplies  and  equipment,  and  accident 
records. 

3.  Reviews,  approves  and  forwards  requisitions  for  equipment  parts  and 
supplies;  interviews  manufacturers'  representatives  relative  to  the  use  of 
materials  and  supplies  for  maintenance  and  repair  activities <> 

1±.  Participates  in  establishing  inspection  and  repair  procedures  for 
transit  equipment  and  in  the  installation  of  shop  standards  and  procedures 
relative  to  tolerance  and  wear  limits  of  equipment  components. 

5.  Reviews  and  analyzes  various  statistical  operating  records  relative 
to  possible  method  or  procedural  changes  to  assure,  more  adequate  maintenance 
and  repair  of  transit  equipment. 

6.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented  by  at  least  seven  years  of  progressively  responsible  experience  in 
the  maintenance,  repair,  overhaul  and  servicing  of  automotive,  mechanical 
or  electrical  transit  equipment,  including  three  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  characteristics,  uses  and  operating  and  repair  requirements  of  a  wide 
variety  of  transit  equipment;  the  principles,  methods  and  procedures  of 
operating  a  large  plant  of  transit  equipment;  transit  equipment  prevent- 
ative maintenance  practices  and  methods. 


CLASS  TITLE:   TRANSIT  EQUIPMENT  MAINTENANCE  SUPERINTENDENT    CODE:    7132 

(Continued) 

Requires  considerable  ability  to:   prepare  and  maintain  shop  and  equip- 
ment records;   compute  cost  of  operations,  maintenance  and  repair  of  transit 
equipment]  plan,   assign,    supervise  and  coordinate  the  work  of  subordinate 
personnel;   deal  tactfully  and  effectively  with  subordinate  personnel,   other 
departmental  personnel  and  representatives  of  outside  organizations  <> 

License:       Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:        Transit  Equipment  Maintenance  General  Superintendent 

From:        Transit  Equipment  Mechanic  Foreman 


CUSS  TITLE:   WATER  CONSTRUCTION  AND  CODE:   713U 

MAINTENANCE  SUPERINTENDENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  responsibility  for  the  organi- 
zation and  super-vision  of  the  construction  and  maintenance  activities 
of  the  services  and  meters  section  and  main  pipe  line  section  of  the 
city  water  distribution  system,  including  subordinate  supervisory 
personnel,  field  crews,  water  gatemen,  reservoir  keepers,  various 
crafts  and  auxiliary  personnel 5  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:  developing,  coordinating, 
originating,  and  executing  policies,  methods  and  procedures  within 
the  sections  supervised;  achieving  major  economies  and/or  preventing 
major  losses  tnrough  efficient  organization  and  supervision  of 
activities  and  enforcing  the  judicious  use  and  handling  of  equipment, 
materials  and  supplies;  continuing  contacts  with  subordinate  super- 
visory employees  and  representatives  of  outside  organizations  and 
groups  in  dealing  with  a  wide  variety  of  field  activities;  directing 
the  preparation,  maintenance,  review  and  approval  of  records  and  re- 
ports affecting  all  operational  and  maintenance  activities  within 
sections  supervised. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  the  operations  and  personnel  of  the  ser- 
vices and  meters  section  and  the  main  pipe  line  section,  including 
general  foremen,  foremen,  and  a  number  of  field  crews  engaged  in  keep- 
ing the  distribution  main  lines  and  consumer  services  in  good  working 
order;  organizes  and  supervises  the  construction,  installation, 
maintenance,  repair  and  replacement  of  mains,  domestic  and  fire  ser- 
vices, meters,  valves,  fittings  and  other  appurtenances. 

2.  Supervises  and  is  responsible  for  the  maintenance  of  city 
distribution  reservoirs  and  various  water  department  buildings  at 
several  locations. 

3.  Inspects  proposed  work  areas  and  location  in  order  to  plan 
the  work  to  best  advantage. 

h.      Determines  work  methods  and  makes  job  assignments  and 
periodic  changes  as  necessary  to  insure  maximum  production  and  service 
and  minimum  costs. 

5.   Inspects  and  checks  routine  reports  of  construction  and 
maintenance  work  accomplished  to  insure  proper  recommendation  and 
quality  in  accordance  with  department  specifications,  procedures  and 
requirements . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  experience  in  the  metal 
trades  industry,  preferably  in  a  large  water  or  public  works 
organization,  of  which  at  least  three  years  shall  have  been  in  an 
important  supervisory  capacity  over  field  construction,  installation, 
maintenance  and  repair  operations;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:  WATER  CONSTRUCTION  AND  CODE:   713U 

MAINTENANCE  SUPERINTENDENT   (continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  the  general  construction,  operation  and  maintenance  requirements  of 
large  water  works  distribution  systems  and  a  basic  practical  knowledge 
of  hydraulic  engineering. 

Requires  ability  to:  read  and  interpret  plans  and  specifications; 
organize  and  direct  a  number  of  field  crews  in  performing  important 
installation,  maintenance  and  repair  operations. 

PROMOTIVE  LINES: 

To:   City  Distribution  Division  Manager 

From:   Utility  General  Foreman 


CLASS  TITLE:  WATEE  SHOPS  AND  EQUIPMENT  SUPERINTENDENT     CODE:   7136 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  has  direct  responsible  charge  of  a  number 
of  fabricating,  maintenance,  and  repair  shops  at  the  water  department  main 
yard;  plans  all  work  programs;  assigns  and  supervises  personnel;  compiles 
reports  of  work  performance;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating,  ori- 
ginating and  executing  policies,  methods  and  procedures  as  applied  to 
the  various  shops  and  operations  supervised;  achieving  major  economies 
and/or  preventing  major  losses  through  efficient  estimating,  planning, 
and  supervision  of  the  various  shop  operations  and  processing  of  mater- 
ials and  supplies  of  large  quantities  and  high  value;  making  regular 
contacts  with  other  employees,  departments,  and  representatives  of 
outside  organizations  for  the  purpose  of  furnishing  or  obtaining 
specific  information  on  specialized  shop  and  related  matters;  the  prepar- 
ation of  detailed  estimates  for  various  shop  fabricating  and  repair  pro- 
jects as  well  as  for  shop  personnel  and  operating  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  personnel  and  operation  of  the  machine  shop, 
pattern  shop,  auto  and  equipment  repair  shop,  paint  shop,  steel  fabri- 
cating and  pipe  welding  shop,  and  meter  repair  shop,  as  well  as  various 
maintenance  and  repair  activities  in  the  field. 

2.  Supervises  the  operation  of  various  pumping  stations  and  the 
maintenance  and  repair  of  station  equipment. 

3.  Prepares  detailed  estimates  of  manufacturing  costs  for  all 
types  of  machine  parts,  equipment  and  repairs  according  to  specified 
requirements  and  prepares  bids  for  the  necessary  work  involved;  super- 
vises the  manufacture  of  such  items  when  awarded  to  contractors; 
maintains  related  time  and  production  records. 

h.      Supervises  the  maintenance,  repair,  upkeep  and  servicing  of 
all  automobiles,  trucks  and  various  pieces  of  mechanized  heavy  equipment; 
maintains  related  records;  prepares  necessary  requisitions  for  needed 
supplies  and  materials. 

5.  Prepares  specifications  together  with  estimated  costs  covering 
replacements  or  additions  to  mechanized  equipment,  shop  machinery  and 
power  and  hand  tools;  makes  recommendations  for  acquisitions  of  such 
items. 

6.  Supervises  the  inspection  of  all  equipment,  castings  and  fittings 
to  assure  conformance  with  specifications  and  recommends  acceptance  or 
rejection. 

7.  Supervises  the  operations  of  the  meter  repair  shop  including 
the  labeling,  testing  and  storing  of  domestic  meters  and  fire  service 
meters. 

8.  Assigns  duties  to  various  subordinate  supervisors  and  other 
employees;  inspects  completed  work;  interprets  department  rules, 
regulations  and  policies  as  necessary. 


CLASS  TITLE:  WATER  SHOPS  AND  EQUIPMENT  CODE:   7136 

SUPERINTENDENT  (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  E&perience:   Requires  completion  of  high  school, 
supplemented  by  at  least  fifteen  years  of  experience  in  progressively 
responsible  journeyman  level  and  craft  supervisory  activities,  of  which 
not  less  than  five  years  shall  have  been  at  a  unit  supervisory  level 
dealing  with  mechanical  shop  operations  involving  fabricating,  mainten- 
ance and  repair  of  machinery,  heavy  duty  equipment  and  motorized  units; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  the  various  crafts  and  operations  in  the  different  shops  supervised. 

Requires  ability  to:  organize,  supervise  and  coordinate  the 
activities  of  a  number  of  mechanical  fabricating,  maintenance  and  repair 
shops;'  initiate  and  follow  through  on  various  maintenance  and  repair 
projects. 

PROMOTIVE  LINES: 

To:  No  Normal  Line  of  Promotion 

From:  Motorized  Equipment  Mechanic  Foreman 
Machinist  Foreman 


CLASS  TITLE;   CITY  SHOPS  GENERAL  SUPERINTENDENT  CODE:   71$0 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  administrative  direction,  directs  all  activities  of 
the  purchasing  department  shops  in  connection  with  the  maintenance, 
repair  and  overhaul  of  a  wide  variety  of  automotive  machinery  and 
equipment;  the  mechanical  components  of  various  city  plants,  facilities 
and  installations;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   assisting  in  the  development, 
coordination  and  execution  of  methods  and  procedures  relative  to  the 
operations  of  city  shops;  making  regular  important  contacts  with  other 
departmental  officials,  representatives  of  outside  business  firms  and 
organizations  and  the  general  public,  in  connection  with  shop  operations; 
directing  the  preparing  and  maintenance  of  important  and  detailed  shop 
operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  mechanical  repair,  maintenance  and  overhaul  of  a 
wide  variety  of  city  automotive  equipment  and  machinery  and  related 
accessories;  directs  the  mechanical  repair  and  maintenance  of  com- 
ponents of  pumping  stations,  sewage  treatment  plants,  water  supply 
installations  and  similar  plant  facilities;  inspects  the  physical 
condition  of  a  variety  of  automotive  equipment  and  mechanical  plant 
machinery  and  makes  recommendations  relative  to  the  repair  or  replace- 
ment of  such  equipment. 

2.  Prepares  budget  requests  for  the  replacement  of  out-moded  or 
defective  equipment  and  for  the  acquisition  of  new  equipment  as 
necessary;  assists  in  preparing  annual  cost  estimates  for  the  mainte- 
nance of  automotive  plant  machinery  and  equipment;  assists  the  various 
departments  served  in  the  preparation  of  specifications  for  replace- 
ment of  mechanical  machinery  and  equipment, 

3.  Reviews  and  controls  the  purchase  of  shop  equipment,  repair 
parts  and  related  materials  and  supplies. 

k.     Makes  cost  estimates  and  obtains  bids  for  services  not 
furnished  by  the  city  shops;  prepares  cost  estimates  for  conversion, 
construction,  revision  or  modification  of  existing  equipment. 

5.  Directs  all  office  operations,  record  keeping  and  related 
activities  necessary  to  shop  operations. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  progressively  responsible 
experience  in  the  operation  of  a  large  mechanical  maintenance  and 
repair  shop,  including  five  years  of  responsible  supervisory  and 
administrative  experience;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE;   CITY  SHOPS  GENERAL  SUPERINTENDENT  CODE:   7150 

( continued) 

Knowledge ,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  equipment,  tools  and  facilities  necessary  to  the  repair, 
maintenance  and  overhaul  of  a  wide  variety  of  automotive  and  mechanical 
machinery  and  equipment;  the  maintenance  characteristics  and  requirements 
of  automotive  and  plant  machinery  and  equipment. 

Requires  considerable  ability  to:  plan,  assign,  coordinate  and 
direct  the  work  of  a  variety  of  craft  personnel;  make  accurate  cost  and 
budget  estimates  relative  to  mechanical  repairs,  overhaul  and  purchase 
of  equipment  2nd  supplies;  deal  effectively  and  tactfully  with  the 
officers  and  employees  of  various  city  departments,  outside  organiza- 
tions and  the  general  public.   Requires  considerable  supervisory  and 
administrative  ability. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Mechanical  Shop  and  Equipment  Assistant  Superintendent 
Motorized  Equipment  Mechanic  General  Foreman 


CLASS  TITLE;   TRANSIT  EQUIPMENT  SUPERINTENDENT  CODE:   71^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  directs  the  maintenance, 
service  and  repair  of  all  municipal  transit  equipment,  non-revenue  trucks 
and  cars,  cable  machinery,  service  shops  and  facilities  of  the  municipal 
transit  system;  reviews  and  analyzes  operational  reports  and  makes  recom- 
mendations thereon;  assists  in  the  preparation  of  specifications  for  new 
equipment,  parts  and  tools 5  represents  the  general  manager  at  various 
meetings  and  conferences;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  developing,  interpreting,  coordinating 
and  executing  policy,  methods  and  procedures  related  to  the  operation  of 
the  transit  equipment  maintenance  division;  achieving  considerable  econo- 
mies by  directing  the  proper  maintenance  and  repair  of  transit  and  related 
equipment  and  facilities;  regular  and  important  personal  contacts  with 
employees,  representatives  of  other  departments,  representatives  of  out- 
side organizations  and  groups  involving  discussions,  explanation  and  in- 
terpretations of  policies,  rules  and  regulations  related  to  the  municipal 
transit  operation;  the  preparation  and  review  of  important  operational, 
personnel  and  technical  records  and  reports  related  to  maintenance 
activities  and  operations. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  through  subordinate  supervisory  personnel,  skilled 
and  unskilled  employees  engaged  in  the  inspection,  service,  maintenance 
and  repair  of  street  cars,  cable  cars,  trolley  coaches,  buses,  trucks 
and  automobiles  at  various  divisional  locations. 

2.  Supervises  the  maintenance,  repair  and  operation  of  the  cable 
car  system  power  house  machinery,  cables  and  sub-surface  equipment. 

3.  Supervises  all  paint  work  on  rolling  stock,  buildings  and  equip- 
ment, street  car  overhaul,  cable  car  re-building,  mill  and  pattern  work, 
machine  and  wheel  work,  blacksmith  and  special  track  fabrication,  elec- 
tric repair  work,  and  mechanical  repairs  to  fare  collection  equipment, 

k.   Reviews  and  analyzes  reports  of  fuel  and  oil  consumption,  tire 
costs,  and  equipment  road  failures,  shop  work  progress,  and  maintenance 
costs;  reviews  reports  on  personnel,  equipment,  operating  costs,  perform- 
ance of  rolling  stock,  for  subsequent  transmittal  to  the  general  manager. 

5.  Confers  with  subordinates  to  analyze  and  appraise  plant  organ- 
ization, new  work  methods,  employee  training,  cost  reduction  and  estab- 
lishment of  methods  and  work  standards;  informs  subordinates  as  to 
design  modifications  on  equipment  or  alterations  to  repair  procedures 
and  coordinates  such  programs;  develops  and  edits  miscellaneous  in- 
structions for  foremen  and  craftsmen  concerning  specialized  work  pro- 
cedures or  functions. 

6.  Confers  with  the  general  manager  and  division  heads  on  budgetary 
or  fiscal  policy  matters;  confers  with  engineering  bureau  on  design 
problems,  construction,  physical  requirements  and  operations  and  col- 
laborates in  the  preparation  of  specifications  for  new  equipment. 

7.  Reviews  all  requisitions  for  the  purchase  of  equipment,  parts, 
materials  and  supplies,  and  examines  competitive  bids  and  products  sub- 
mitted by  vendors;  makes  recommendations  to  the  general  manager  rel- 
ative to  materials  and  supplies  quality  and  conformity  with  specifica- 
tions; conducts  special  tests  on  transit  equipment. 


CLASS  TITLE:   TRANSIT  EQUIPMENT  SUPERINTENDENT  CODE:   71^2 

(continued) 

8,  Inspects  all  facilities  of  the  municipal  transit  maintenance 
division  at  regular  intervals  for  compliance  with  safety  laws,  rules, 
regulations  and  fire  protection  safeguards. 

9,  Attends  safety  and  staff  meetings;  represents  the  municipal 
transit  system  at  transit  meetings ,  technical  conferences  or  discussions 
on  operation  improvements  and  policy;  participates  in  management  prob- 
lems concerning  service,  public  relations,  safety,  cost  reduction, 
maximum  utilization  of  facilities  and  manpower,  and  process  planning, 

10.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  nine  years  of  progressively  responsible  experience 
in  the  maintenance,  repair,  overhaul  and  servicing  of  mechanical  and 
electrical  transit  equipment,  including  five  years  of  responsible  sup- 
ervisory and  administrative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  compi^ehensive  knowledge 
of:  characteristics,  uses,  operating  and  repair  requirements  of  a  wide 
variety  of  mechanical  and  electrical  transit  equipment;  the  principles, 
methods  and  procedures  of  operating  a  large  fleet  of  transit  equipment; 
transit  equipment  preventative  maintenance  practices  and  methods. 

Requires  unusual  ability  to:  plan,  assign,  coordinate  and  direct 
the  work  of  subordinate  personnel;  estimate  and  understand  maintenance 
costs  and  operational  costs  of  transit  equipment  and  its  economical  use; 
prepare  and  direct  the  preparation  of  shop  and  equlprmt  operational 
records,  and  the  maintenance  of  related  reports;  deal  effectively, 
tactfully  and  courteously  with  subordinates,  other  division  heads  and 
representatives  of  outside  agencies  and  organizations. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From;  Automotive  Transit  Equipment  Supervisor 

Mechanical  Shop  and  Equipment  Superintend 
Electrical  Transit  Equipment  Superv:'. 


CLASS  TITLE:   SUPERVISOR,  STRUCTURAL  MAINTENANCE  CODE:   7201 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  supervising  the  maintenance  and  repair 
of  park  and  recreation  buildings  and  the  patrol  and  security  of 
buildings  and  facilities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining,  enforcing  and  carrying 
out  existing  methods  and  procedures  relating  to  building  maintenance 
and  repair  activities  and  park  security;  making  regular  contacts  with 
other  departmental  personnel  and  outside  organizations  in  connection 
with  building  maintenance  and  repair  activities;  gathering,  preparing 
and  maintaining  detailed  operational  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  work  orders  and  makes  work  assignments  to  subordinate 
craft  personnel;  prepares  requisitions  for  the  purchase  of  materials, 
tools  and  supplies  necessary  to  building  maintenance  activities. 

2.  Makes  periodic  inspections  of  all  park  and  recreation  buildings 
to  determine  the  condition  of  such  facilities  and  the  need  for  main- 
tenance and  repair  work. 

3.  Makes  estimates  and  recommendations  relative  to  various  main- 
tenance and  repair  projects;  maintains  records  of  budget  status  by 
object  of  expenditures  showing  unencumbered  balances  for  specific 
projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible 
building  maintenance  and  repair  experience,  including  one  year  of 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
all  phases  of  building  construction  and  maintenance  work;  the  tools, 
materials  and  equipment  necessary  to  such  work. 

Requires  ability  to:  plan,  assign,  supervise  and  inspect  the 
work  of  subordinate  building  craft  trades;  determine  maintenance  and 
repair  needs  of  buildings  and  structures  and  make  accurate  cost  estimates 
thereon;maintain  detailed  operating  records  and  prepare  related  reports. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  Assistant  Superintendent,  Structural  Maintenance 

From:   Carpenter  Foreman 


CLASS  TITLE:   ASSISTANT  SUPERINTENDENT,  CODE:   7202 

STRUCTURAL  MAINTENANCE 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  supervising  all  park 
and  recreation  building  maintenance  and  repair  activities;  supervises 
park  patrol  and  security  activities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting,  enforcing  and  coordi- 
nating established  methods  and  procedures  relative  to  building  mainte- 
nance and  repair  operations  and  the  policing  and  security  activities 
of  the  department;  making  regular  responsible  contacts  with  other  de- 
partmental personnel,  outside  organizations  and  the  general  public  in 
connection  with  maintenance  and  security  activities;  preparing,  check- 
ing and  reviewing  detailed  operational  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  a  large  group  of 
building  craftsmen  and  others  engaged  in  the  maintenance,  repair  and 
alteration  of  park  and  recreation  buildings  and  structures;  inspects 
buildings  and  structures  to  determine  the  need  for  repair  and  mainte- 
nance work;  directs  the  preparation  of  or  prepares  cost  estimates  and 
recommendations  for  maintenance  or  repair  projects. 

2.  Prepares  specifications  for  and  supervises  the  purchasing  of 
building  materials,  supplies  and  equipment. 

3.  Plans  and  assigns  the  activities  of  security  personnel  and 
assures  that  facilities  and  installations  are  properly  patroled  and 
protected. 

U.   Directs  the  preparation  and  maintenance  of  operational  records 
and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsible  experience 
in  building  maintenance,  repair  and  construction  activities,  including 
two  years  of  responsible  supervisory  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
all  phases  of  building  maintenance,  repair  and  construction  work;  the 
various  building  trades  and  the  techniques  and  methods  involved  in  such 
trades;  the  tools,  materials  and  equipment  necessary  to  building  mainte- 
nance and  repair  projects. 

Requires  considerable  ability  to:   plan,  assign  and  direct  the 
activities  of  a  variety  of  building  craft  personnel;  make  accurate  ma- 
terials and  labor  cost  estimates  for  maintenance  and  repair  projects; 
inspect  and  determine  the  needs  for  repairs  to  buildings  and  structures. 


CLASS  TITLE:   ASSISTANT  SUPERINTENDENT,  CODE:   7202 

STRUCTURAL  MAINTENANCE  (continued) 

License :  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator1 s  license. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Supervisor,  Structural  Maintenance 


CLASS  TITLE:   BUILDINGS  AND  GROUNDS  MAINTENANCE  CODE:   7203 

SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  is  responsible  for  all  buildings 
and  grounds  maintenance  and  repair  activities  at  an  assigned  location; 
exercises  general  supervision  over  skilled  and  unskilled  workers  engaged 
in  maintenance  activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  methods  and  procedures  related  to  maintenance  and  repair 
activities;  making  regular  contacts  with  other  departmental  personnel, 
contractors  and  outside  organizations  in  connection  with  maintenance  and 
repair  matters ;preparing  and  maintaining  activity  and  operational  records. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  and  work  to  various  craft  and  laboring  personnel 
engaged  in  maintaining  and  repairing  buildings  and  grounds;  assigns 
duties  and  work  to  subordinates  in  the  raising,  feeding  and  housing  of 
hogs  and  cattle;  approves  all  work  performed  at  the  facilities  by  craft 
workers  assigned  from  the  department  of  public  works  or  by  private  con- 
tractors. 

2.  Receives  and  processes  complaints  or  requests  concerning  the 
maintenance  and  repair  of  all  buildings. 

3.  Supervises  the  operation  of  all  steam,  generation,  and  trans- 
mission systems  and  all  mechanical  and  electrical  work  connected  with 
the  operation  of  the  various  structures,  including  elevators,  sewage 
treatment  plant  and  water  distribution  system. 

k-  Supervises  the  maintenance  and  repair  of  automotive  equipment; 
maintenance  of  all  planted  and  unplanted  areas  including  grazing  areas, 
roads  and  walks. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  six  years  of  responsible  experience  in  building  main- 
tenance and  repair  work  and  in  the  maintenance  and  operation  of  associated 
mechanical  and  electrical  equipment  and  machinery,  including  two  years 
of  supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   building 
maintenance  and  repair  methods  and  techniques;  building  materials  and 
their  properties  and  application  to  various  repair  projects;  the  operation 
and  repair  of  various  types  of  steam  power  plant  and  auxiliary  equipment, 
and  plumbing,  electrical,  ventilation  and  refrigeration  equipment;  appli- 
cable building  codes,  laws  and  regulations. 

Requires  ability  to:  plan,  organize  and  direct  the  activities  of 
subordinates  engaged  in  building  and  plant  maintenance,  repair  and  oper- 
ations; coordinate  maintenance,  repair,  and  installation  activities 
with  normal  functions  of  the  facility;  keep  operational  and  other  records. 


CLASS  TITLE:   BUILDINGS  AND  GROUNDS  MAINTENANCE  CODE:   7203 

SUPERVISOR  (continued) 

PROMOTIVE  LINES: 

To:   Building  Superintendent 

From:  Senior  Operating  Engineer 


CLASS  TITLE:   CHIEF  DISTRICT  WATER  SERVICEMAN  CODE:   720U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  organizes,  directs  and  supervises  the  activities  of 
subordinate  personnel  engaged  in  conducting  inspections  of  all  types  of 
consumer  water  services,  meters,  connections  and  fixtures,  including  the 
field  testing  and  repair  of  meters  and  determining  illegal  uses  of  water; 
supervises  and  investigates  complaints  of  inadequate  water  supply,  objec- 
tionable water  quality,  pressure,  noise,  damage  to  meters  and  other 
faults;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and  ex- 
ecuting existing  policies,  methods  and  procedures  in  connection  with  the 
entire  water  meter  reading  program  of  the  department;  making  occasional 
contacts  with  officials  and  representatives  of  large  consumers  in  connec- 
tion with  explaining  rules,  regulations  and  procedures  and  to  effect 
correction  of  faulty  conditions;  the  compilation,  review  and  approval  of 
important  operational,  investigational  and  testing  records  and  reports 
resulting  from  field  investigations. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  subordinate  personnel  in  the  proper  execution  of 
assignments  and  constantly  checks  field  operations  to  insure  high  qualify 
of  work  performance. 

2.  Supervises  in-service  training  of  all  new  employees;  personally 
participates  in  special  inspections  of  unusual  plumbing  and  water 
service  problems  referred  by  subordinates. 

3.  Assigns  and  reviews  daily  work  program  of  meter  readers  assigned 
to  various  districts;  supervises  assigning  of  new  accounts  and  re-routing 
of  meter  readers. 

k.   Directs  changes  of  established  operational  procedures  and  makes 
recommendations  to  superiors  for  improvements  in  procedures. 

5.  Approves  or  reviews  probationary  appointments  of  new  personnel; 
handles  disciplinary  complaints  regarding  individual  employees. 

6.  Confers  with  division  managers  and  department  heads  regarding 
suggestions  for  improving  operations  and  promoting  better  consumer  and 
general  public  relationships. 

7.  Personally  investigates  important  consumer  complaints  in  order 

to  assist  in  the  final  solution  of  difficult  problems;  makes  certain  that 
all  complaints  and  orders  are  handled  in  an  efficient  and  expeditious 
manner;  personally  handles  particular  problems  referred  by  management 
requiring  special  tact  and  diplomacy. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  nine  years  of  experience  in  various  phases  of 
water  service  field  operations,  including  meter  reading,  inspection, 
investigation,  consumer  service  repairs  and  other  similar  activities 
including  five  years  of  responsible  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CHIEF  DISTRICT  W&TER  SERVICEMAN  CODE:   7201; 

( continued) 

Knowledge j  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  water  distribution  system  and  consumer  services;  water  meters 
and  domestic  and  commercial  plumbing  systems  and  fixtures. 

Requires  considerable  ability  to:  make  detailed  and  accurate  field 
investigations  and  determinations;  detect  faults  and  remedy  conditions 
found  or  initiate  and  recommend  necessary  alterations  and  repairs;  deal 
amiably  and  favorably  with  consumers,  property  owners,  tenants,  property 
managers  and  others,  frequently  under  strained  and  unfriendly  conditions; 
organize  and  direct  a  number  of  supervisory  and  service  employees  in  a 
number  of  geographical  districts  throughout  the  city  in  performing  con- 
sumer water  investigations,  tests  and  services. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Senior  District  Water  Serviceman 


CLASS  TITLE:   CHIEF  OPERATING  ENGINEER  CODE:   7205 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  operation  and  maintenance 
of  pumping,  heating  and  ventilating  plant  machinery  and  equipment  in  a 
large  complex  installation;  plans ,  assigns  and  directs  the  activities 
of  subordinate  personnel  engaged  in  plant  maintenance  and  operation 
activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  the  development,  interpretation, 
coordination  and  enforcement  of  methods  and  procedures  relative  to  the 
operation  and  maintenance  of  large  physical  plant  installations; 
making  regular  contacts  with  other  departmental  personnel,  outride 
organizations  and  the  general  public,  in  connection  with  plant  mainte- 
nance and  operation  activities;  preparing,  checking  and  reviewing 
important  and  detailed  operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Develops,  directs  and  reviews  preventative  maintenance  pro- 
grams for  all  plant  mechanical,  electrical  and  auxiliary  machinery 
and  equipment;  supervises  the  operation,  maintenance  and  repair  of 
large  high  pressure  pumping  systems,  steam  plants  and  similar  in- 
stallations, including  refrigeration  equipment,  elevators  and 
swimming  pool  appurtenances,  such  as  chlorinating,  filtering,  puri- 
fication and  heating  equipment. 

2.  Prepares  work  schedules  and  assigns  duties  to  subordinate 
personnel;  inspects  and  reviews  maintenance  and  operation  activities 
to  assure  conformance  with  instructions  and  existing  standards. 

3.  Requisitions  supplies,  materials  and  parts  necessary  to  main- 
tenance and  operation  activities  and  assures  that  sufficient  supplies 
are  readily  available;  prepares  specifications  and  estimates  for 
equipment,  supplies  and  the  installation  and  repair  of  machinery  and 
equipment. 

h.     May  exercise  work  direction  of  various  skilled  craftsmen 
assigned  to  certain  maintenance  and  repair  activities  in  and  about 
plants;  prepares  and  supervises  the  preparation  of  plant  operating 
reports  and  records , 

5.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  the  maintenance,  repair  and  operation  of  a  wide 
variety  of  mechanical  and  electrical  pumping,  heating,  ventilating 
and  related  plant  machinery  and  equipment,  including  four  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   CHIEF  OPERATING  ENGINEER  (continued)  CODE:   7205 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowl- 
edge of:   the  operation  and  maintenance  requirements  of  a  wide  variety 
of  pumping,  heating,  ventilating  and  related  plant  machinery  and  equip- 
ment and  the  tools,  equipment,  methods  and  techniques  necessary  to 
their  proper  care  and  operation;  applicable  safety  codes  and  regula- 
tions . 

Requires  considerable  ability  to:  plan,  assign  and  direct  the 
operation  and  maintenance  activities  of  subordinate  personnel;  review, 
analyze  and  make  recommendations  relative  to  the  betterment  of  plant 
operating  and  maintenance  methods  and  procedures;  deal  tactfully  and 
effectively  with  subordinate  personnel,  the  general  public  and  outside 
organizations;  prepare  and  review  plant  operating  records  and  prepare 
related  reports. 

PROMOTIVE  LINES: 

To :   Building  Maintenance  Superintendent 

School  Heating  and  Ventilating  Supervisor 

From:   Senior  Operating  Engineer 


CLASS  TITLE:   VOTING  MACHINES  CUSTODIAN  CODE:   7206 

CHARACTERISTICS  OF  THE  CLASS; 

Under  direction,  supervises  the  distribution,  servicing  and  repair 
of  voting  machines  for  elections  and  the  recanvassing  of  votes  cast; 
makes  difficult  and  complex  repairs  and  adjustments  to  voting  machines; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  cut,  explaining,  coordinating 
and  interpreting  existing  methods  and  procedures  relating  to  the  opera- 
tion, servicing  and  repair  of  voting  machines;  making  frequent  contacts 
with  the  general  public  in  the  instruction  of  the  operation  of  voting 
machines.  Nature  of  work  requires  frequent  physical  effort  involving 
heavy  lifting. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  assigns  and  reviews  the  work  cf  a  unit  of  voting 
machine  servicemen  in  the  inspection,  repair,  adjustment,  painting  and 
general  maintenance  of  voting  machines;  personally  makes  difficult  and 
complex  repairs. 

2.  Investigates  complaints  and  suggestions  from  the  voting  public 
and  from  elections  officers  regarding  suitability  for  polling  places 
and  makes  changes  when  necessary. 

3.  Prepares  ballots  for  -school  student  body,  civil  service,  labor 
organization  and  other  elections;  adapts  ballets  tc  specific  style  voting 
machines;  charts  routes  for  most  effective  delivery  of  machines  and  dis- 
patches to  proper  locations. 

h.      Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  ex- 
perience in  the  maintenance,  repair  and  adjustment  of  voting  machines, 
including  one  year  of  supervisory  experience;  or  an  equivalent  com- 
bination of  training  and  experience, 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   mechanical  operations  and  materials  used  in  the  servicing  of 
voting  machines. 

Requires  ability  to:   supervise,  inspect  and  review  the  work  of 
others;  analyze  faults  and  make  necessary  repairs  to  voting  machines; 
deal  tactfully  and  effectively  with  subordinates  and  the  general 
public. 

Requires  considerable  skill  in  the  use  of  hand  and  shop  tools  and 
equipment. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Voting  Machines  Assistant  Custodian 


CLASS  TITLE?   DOCKS  AND  SHIPPING  CODE;   7207 

WATER  SERVICE  SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS? 

Under  direction,  exercises  responsibility  for  the  supervision  and 
operation  of  the  docks  and  shipping  section  of  the  water  department 
commercial  division  engaged  in  furnishing  water  services  to  ships  and 
other  waterfront  consumers  in  the  harbor  area;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordi- 
nating and  enforcing  established  rules,  regulations,  methods  and  pro- 
cedures; making  contacts  with  prospective  consumers  and  applicants  for 
water  services  on  ships  and  other  waterfront  locations  in  the  harbor 
area  in  furnishing  or  obtaining  information  and  explaining  department 
rules,  regulations  and  procedures;  preparing  and  maintaining  detailed 
operational  reports  and  records  pertaining  to  individual  water  consumers, 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  installation  of  water  services  to  ships  moored 
at  the  waterfront  and  other  water  consumers  in  the  harbor  area. 

2.  Maintains  contact  with  various  shipping,  industrial  and  com- 
mercial interests  in  the  area  in  order  to  ascertain  and  furnish  water 
supply  services,,  as  necessary. 

3.  Computes,  prepares  and  mails  water  bills  for  all  ships;  makes 
collections  and  transmits  receipts  to  main  office. 

h.      Periodically  reviews  all  bills;  notifies  companies  when  bills 
become  past  due;  interpets  departmental  rules,  regulations  and  policies 
regarding  billing,  payments  and  other  matters. 

5.  Makes  changes  in  procedures  and  methods  in  order  to  improve 
operations;  recommends  to  superiors  changes  or  betterments  which  may 
benefit  department  policies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
including  or  supplemented  by  commercial  and  business  courses,  and  at 
least  two  years  of  experience  in  various  phases  of  water  service  field 
operations  such  as  meter  reading,  inspection,  investigation,  consumer 
service  repairs  and  other  similar  activities;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
water  distribution  system  and  consumer  services  in  the  assigned  dis- 
trict; water  meters  and  domestic  and  commercial  plumbing  fixtures. 

Requires  ability  to  make  detailed  and  accurate  field  investiga- 
tions and  determinations  in  connection  with  furnishing  water  services 
to  ships,  docks  and  other  waterfront  consumers;  deal  amiably  and 
favorably  with  shipping  interests  and  other  prospective  waterfront 
consumers;  direct  a  number  of  subordinate  employees;  prepare  and 
maintain  appropriate  clerical  and  consumer  records. 


CLASS  TITLE:   DOCKS  AND  SHIPPING  CODE:   7207 

WATER  SERVICE  SUPERVISOR  (Continued) 

PROMOTIVE  LINES: 

To:   Commercial  Division  Assistant  Manager 

From:   District  Water  Serviceman 


CIASS  TITLE:   ROADS  MAINTENANCE  SUPERVISOR  CODE:   7208 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  assignment  of  a  variety  of 
automotive  equipment  and  operating  personnel  to  various  road  or  park  con- 
struction projects;  may  personally  supervise  construction  and  repair  pro- 
jects; and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  policies  and  procedures  relative  to  the  operation  of  construction 
equipment  and  construction,  maintenance  and  repair  projects;  making  regular 
contacts  -with  other  departmental  personnel,  contractors  and  others  in  conn- 
ection with  construction,  maintenance  and  equipment  operation  matters; 
preparing  and  reviewing  operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  all  operators  and  equipment  to  various  construction, 
maintenance  and  repair  projects. 

2.  May  supervise  the  operations  of  heavy  construction  equipment  such 
as  road  graders,  tractor  loaders  and  bulldozers. 

3.  Establishes  specifications  in  connection  with  the  procurement 
of  automotive  equipment,  such  as  trucks,  automobiles,  tractor  moxrers  and 
rollers . 

h.     Acts  in  a  liason  capacity  with  various  contractors  looking  toward 
the  utilization  of  waste  materials. 

5.   Supervises  the  collection  and  disposal  of  litter  and  debris 
and  general  hauling. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supp- 
lemented by  at  least  four  years  of  responsible  experience  in  the  operation 
of  a  variety  of  heavy  road  construction  equipment,  including  some  super- 
visory experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of:   the  op- 
eration, maintenance  and  use  of  all  types  of  commonly  used  road  construction 
equipment;  the  operations  and  installations  of  the  recreation  and  park 
department . 

Requires  ability  to:   plan,  coordinate  and  supervise  the  work  of  road 
construction  crews  operating  in  scattered  locations;  maintain  effective 
relationships  with  private  contracting  firms. 

Requires  considerable  skill:   in  the  operation  of  all  types  of  road 
construction  equipment;  to  make  effective  reports  and  keep  records  of 
operations . 

PROMOTIVE  LINES: 

To:   Street  Repair  General  Foreman 

From:   Heavy  Equipment  Operator 


CLASS  TITLE:   SCHOOL  HEATING  AND  VENTILATING  SUPERVISOR     CODE:   7209 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  coordinates  the  operations, 
repair  and  maintenance  of  heating,  ventilating  and  related  machinery  and 
equipment  of  the  school  district;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   developing,  interpreting,  coordinating 
and  enforcing  policies  and  methods  relative  to  the  training  of  personnel 
and  the  operation  and  maintenance  of  school  heating  and  ventilating 
plants;  making  regular  contacts  with  school  officials,  other  departmental 
personnel  and  manufacturers'  representatives  in  connection  with  matters 
relating  to  heating  and  ventilating  activities;  supervising  the  prepara- 
tion and  maintenance  of  detailed  operational  personnel  and  related  plant 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  coordinates  the  assignment  and  training  of 
operating  personnel  and  school  janitors  in  the  operation,  maintenance 
and  repair  of  heating  and  ventilating  plants  and  their  auxiliary 
machinery  and  equipment. 

2.  Receives,  reviews  and  takes  appropriate  action  on  complaints 
involving  malfunctions  or  improper  operation  of  heating  and  ventilating 
plants. 

3.  Requisitions  all  maintenance,  materials,  supplies,  equipment 
and  spare  parts;  prepares  specifications  and  estimates  for  material 
needs  and  for  the  modernization  of  obsolete  machinery  and  equipment. 

k.      Prepares  and  supervises  the  preparation  of  detailed  plant 
operating  records  and  reports. 

5>.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  progressively  responsible 
experience  in  the  maintenance,  repair  and  operation  of  a  variety  of 
heating  and  ventilating  plant  machinery  and  equipment,  including 
five  years  of  responsible  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  know- 
ledge of:   the  operation  and  maintenance  requirements  of  a  variety 
of  heating,  ventilating  and  related  plant  machinery  and  equipment 
and  the  tools,  equipment,  methods  and  techniques  necessary  to  their 
proper  care  and  operation. 

Requires  considerable  ability  to:   plan,  direct  and  coordinate 
the  operation  and  maintenance  activities  of  subordinate  operating 
personnel;  make  accurate  materials,  supply  and  alteration  cost  esti- 
mates; review,  analyze  and  make  recommendations  relative  to  the  better- 
ment of  plant  facilities  and  operating  and  maintenance  methods  and 
procedures;  deal  tactfully  and  effectively  with  school  officials, 
subordinate  personnel,  the  general  public  and  outside  organizations; 


CLASS  TITLE:   SCHOOL  HEATING  AND  VENTILATING  SUPERVISOR     CODE:   7209 
( continued) 

prepare  and  review  plant  operating  records  and  prepare  related  reports. 

PROMOTIVE  LINES: 

To:  Buildings  Maintenance  Superintendent 

From:   Chief  Operating  Engineer 


CLASS  TITLE:   SCHOOL  MAINTENANCE  COORDINATOR  CODE:   7210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  investigates  and  validates  requests  for 
maintenance,  repairs  and  alterations  on  buildings  and  properties  within 
the  san  francisco  unified  school  district;  makes  periodic  condition 
surveys  to  determine  the  need  of  preventative  maintenance  work;  plans  and 
initiates  work  on  certain  types  of  small  jobs  and  prepares  preliminary- 
sketches,  specifications  and  cost  estimates;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  existing 
policies  and  procedures  relating  to  maintenance,  repair  and  alteration  of 
school  buildings  and  properties;  making  regular  contact  with  the  public, 
school  administrators,  private  contractors  and  other  government  officials; 
developing  and  maintaining  effective  preventative  maintenance  program; 
expediting  and  coordinating  the  work  of  various  crafts  and  agencies 
involved  in  school  repair  and  maintenance  projects. 

EXAMPLES  OF  DUTIES: 

1.  Investigates  and  evaluates  requests  for  major  or  specialized 
types  of  building  maintenance,  repair  or  alteration  work;  makes  cost 
estimates  and  preliminary  plans  and  specifications  when  required. 

2.  Conducts  frequent  inspection  of  school  buildings  and  properties 
to  establish  and  maintain'an  effective  preventative  maintenance  program; 
submits  recommendation  for  annual  major  repair  program;  reviews  plans  and 
specifications  prepared  by  the  architect. 

3.  Coordinates  and  expedites  maintenance  and  repair  activity  of 
private  contractors  and  equipment  suppliers;  meets  and  confers  with 
architectural  and  engineering  representatives  and  with  other  city  and 
state  agencies;  inspects  for  the  assistant  superintendent  of  schools, 
new  construction,  alteration,  maintenance  and  repair  work  to  insure 
compliance  with  plans  and  specifications. 

It.  Investigates  and  corrects  complaints  regarding  school  operation 
and  properties,  violation  of  fire,  health,  safety  and  building  codes, 
laws  and  ordinances  as  reported  by  other  government  agencies;  investi- 
gates cases  of  vandalism  and  estimates  cost  of  repairs  for  court 
authorities;  when  assigned,  investigates  and  estimates  cost  of  fire 
damage,  extended  coverage,  or  other  losses  which  may  be  collectible,  and 
initiates  necessary  repairs;  makes  confidential  investigations  and 
reports  for  legal  department  and  others. 

E>.   Plans  and  initiates  repairs,  alterations  or  new  installations 
to  correct  fire  or  safety  hazards  as  recommended  by  fire  insurance 
brokers  or  fire  department;  makes  immediate  spot  correction  or  otherwise 
corrects  serious  fire  or  accident  hazards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  eight  years  of  progressively  responsible  experience  in 
building  construction,  maintenance  and  repair  activities,  including 
three  years  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   SCHOOL  MAINTENANCE  COORDINATOR  CODE:   7210 

( continued) 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
building  construction  methods  and  techniques;  building  materials,  their 
use  and  limitations;  applicable  building,  health,  fire  and  safety  codes, 
laws  and  ordinances;  working  knowledge  of  engineering  principles,  their 
application  to  repair  and  alteration  work  in  a  variety  of  structures; 
current  labor  cost  and  building  trade  practices. 

Requires  ability  to:   exercise  good  judgment  in  planning  and 
detailing  repair  and  maintenance  work;  interpret  and  evaluate  need  and 
cost  of  building  maintenance  and  repair  work;  analyze  and  prepare  minor 
plans  and  specifications;  conduct  independent  investigations  and  prepare 
comprehensive  reports;  exercise  initiative  in  developing  solution  to 
maintenance  problems  by  the  use  of  new  materials  and  methods;  deal 
persuasively  and  effectively  with  others. 

Requires  considerable  skill  in  applying  building  construction 
material  knowledge  and  engineering  principles  in  the  investigation  and 
determination  of  school  and  property  maintenance  problems. 

PROMOTIVE  LINES: 

To:   School  Buildings  Maintenance  and  Repair  Supervisor 

From:   Buildings  and  Grounds  Maintenance  Supervisor 


CLASS  TITLE:   AUTOMOTIVE  TRANSIT  EQUIPMENT  SUPERVISOR       CODE:   7212 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  the  maintenance, 
repair,  major  overhaul  and  servicing  activities  in  several  large  auto- 
motive transit  equipment  shops;  plans,  assigns  and  directs  the  activities 
of  large  groups  of  mechanical  craftsmen  and  service  personnel  engaged  in 
such  work;  and  performs  related  duties  as  required. 

Requires  major  overall  responsibility  for:   coordinating,  enforcing 
and  assisting  in  developing  existing  maintenance  and  repair  methods  and 
operations;  making  regular  important  contacts  with  other  departmental 
personnel  and  outside  organizations  in  connection  with  automotive  transit 
equipment  maintenance  and  repair  activities;  preparing,  checking  and 
reviewing  important  shop  and  vehicle  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  through  subordinate  foremen,  the  maintenance,  repair, 
major  overhaul  and  servicing  of  diesel  and  gasoline  buses  and  non- 
revenue  automotive  equipment  for  the  municipal  transit  system. 

2.  Supervises  clerical  and  record  keeping  activities,  including 
the  preparation  and  maintenance  of  equipment  records,  cost  details, 
operating  statistics  and  accident  records. 

3.  Reviews,  approves  and  forwards  requisitions  for  equipment,  parts, 
materials  and  supplies;  interviews  manufacturers'  representatives 
relative  to  the  use  of  materials  and  supplies  for  maintenance  and  repair 
activities . 

h.     Participates  in  establishing  inspection  and  repair  procedures 
for  automotive  transit  equipment  and  in  the  installation  of  shop  standards 
and  procedures  relative  to  tolerance  and  wear  limits  of  equipment 
components . 

5.  Reviews  and  analyzes  various  statistical  operating  records 
relative  to  possible  method  or  procedural  changes  to  assure  more  adequate 
maintenance  and  repair  of  automotive  transit  equipment. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  seven  years  of  progressively  responsible  mechanical 
experience  in  the  maintenance,  repair,  overhaul  and  servicing  of  automotive 
equipment,  including  three  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  characteristics,  uses  and  operating  and  repair  requirements  of 
automotive  transit  equipment;  the  principles,  methods  and  procedures  of 
operating  large  automotive  transit  equipment  shops;  principles,  methods, 
materials,  tools  and  equipment  used  in  machine  shop  work;  automotive 
transit  equipment  preventative  maintenance,  practices  and  methods. 


CLASS  TITLE:  AUTOMOTIVE  TRANSIT  EQUIPMENT  SUPERVISOR      CODE:   7212 
(continued) 

Requires  considerable  ability  to:  prepare  and  maintain  shop  and 
equipment  records;  compute  costs  of  operations  relative  to  the  maintenance 
and  repair  of  automotive  equipment;  plan,  assign,  supervise  and  coordinate 
the  work  of  subordinate  personnel;  deal  tactfully  and  effectively  with 
subordinate  personnel  and  representatives  of  outside  organizations. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Transit  Equipment  Superintendent 

From:  Automotive  Transit  Shop  Foreman 
Automotive  Mechanic  Foreman 
Automotive  Machinist  Foreman 


CLASS  TITLE:   ELECTRICAL  TRANSIT  EQUIPMENT  SUPERVISOR       CODE:   7211; 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  coordinating  and  direct- 
ing maintenance,  repair  and  servicing  activities  in  several  large 
electrical  transit  equipment  shops;  plans,  assigns  and  directs  the 
activities  of  large  groups  of  mechanical  craftsmen  and  service  personnel 
engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  major  overall  responsibility  for:   coordinating,  enforcing 
and  assisting  in  developing  existing  maintenance  and  repair  methods  and 
operations;  making  important  contacts  with  other  departmental  personnel 
and  outside  organizations  in  connection  with  electrical  transit  mainte- 
nance and  repair  activities;  preparing,  checking  and  reviewing  important 
shop  and  vehicle  operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  through  subordinate  foremen,  the  maintenance,  repair, 
overhaul  and  servicing  of  street  cars,  trolley  coaches  and  cable  cars; 
coordinates  heavy  repair  and  overhaul  jobs  with  other  transit  equipment 
shops . 

2.  Supervises  clerical  and  record-keeping  activities,  including  the 
preparation  and  maintenance  of  equipment  records,  cost  details,  operating 
statistics  and  accident  reports. 

3.  Reviews,  approves  and  forwards  requisitions  for  equipment,  parts, 
materials  and  supplies;  interviews  manufacturers'  representatives 
relative  to  various  materials,  supplies  and  parts  used  for  maintenance 
and  repair  activities. 

k.     Participates  in  establishing  inspection  and  repair  procedures 
for  electrical  transit  equipment  and  in  the  installation  of  shop  standards 
and  procedures  relative  to  tolerance  and  wear  limits  of  rotating  parts 
and  various  equipment  components. 

5.  Reviews  and  analyzes  various  statistical  operating  records 
relative  to  possible  adoption  of  methods  or  procedural  changes  to  assure 
more  adequate  maintenance  and  repair  of  electrical  transit  equipment. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  seven  years  of  progressively  responsible  mechanical 
experience  in  the  maintenance,  repair,  overhaul  and  servicing  of 
electrical  transit  equipment,  including  three  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience , 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  characteristics,  uses  and  operating  and  repair  requirements  of 
electrical  transit  equipment;  the  principles,  methods  and  procedures  of 


CLASS  TITLE:   ELECTRICAL  TRANSIT  EQUIPMENT  SUPERVISOR       CODE:   72lU 
(continued) 

operating  large  electrical  transit  equipment  shops;  electrical  transit 
equipment  preventive  maintenance  practices  and  methods;  considerable 
knowledge  of  electrical  theory,  testing  and  inspection. 

Requires  considerable  ability  to:   prepare  and  maintain  shop  and 
equipment  records;  compute  cost  of  shop  operations  relative  to  the 
maintenance  and  repair  of  electrical  transit  equipment;  plan,  assign, 
supervise  and  coordinate  the  work  of  subordinate  personnel;  deal  tact- 
fully and  effectively  with  employees  and  representatives  of  outside 
organizations. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operat  or ' s  license . 

PROMOTIVE  LINES: 

To:   Transit  Equipment  Superintendent 

From:  Electrical  Transit  Shop  Foreman 

Electrical  Transit  Mechanic  Foreman 


CLASS  TITLE:   GENERAL  LABORER  FOREMAN  CODE:   7215 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  planning,  assigning,  laying-out 
and  supervising  the  work  of  one  or  more  crews  engaged  in  various  types 
of  construction  or  maintenance  work;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   explaining  and  enforcing  existing  work 
methods  and  procedures;  efficient  and  safe  utilization  of  tools  and 
motorized  equipment;  maintaining  simple  records  of  operations. 

EXAMPLES  OF  DUTIES: 

1.  Makes  daily  assignments  of  laborers  and  equipment  operators; 
makes  work  lay-outs;  may  transport  men  and  materials  to  job  sites. 

2.  Supervises  excavations  for  water  and  sewer  lines,  electric 
conduits,  concrete  forms;  supervises  the  wrecking  of  buildings  and  the 
salvage  of  materials  in  the  cleaning  of  roofs  and  gutters. 

3.  Supervises  the  erection  and  dismanteling  of  temporary  bleachers, 
stands,  stages  and  day  camps. 

k.      Supervises  the  boxing,  transportation  and  planting  of  large 
trees  and  the  moving  of  small  buildings  or  other  structures;  the  con- 
struction of  a  variety  of  dry  rock  walls,  including  the  necessary  rigging. 

5.  Uses  hand  level  to  determine  grades  or  elevations;  keeps  simple 
records  of  time  worked  on  various  projects. 

6.  Assures  that  necessary  safety  devices,  such  as  barricades  and 
safety  lights,  are  properly  placed  about  job  sites. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  high 
school,  supplemented  by  at  least  four  years  of  general  laborer  work;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
the  methods  and  techniques  commonly  used  in  a  wide  variety  of  various 
construction  and  maintenance  operations;  the  use  of  tools  and  motorized 
equipment  common  to  this  work. 

Requires  ability  to:   assign,  lay  out  and  supervise  the  work  of 
construction  and  maintenance  crews;  understand,  follow  and  explain  to 
subordinates  detailed  instructions,  either  oral  or  written;  lay  out 
work  from  blueprints;  run  hand  level  grades  or  elevations. 

PROMOTIVE  LINES: 

To:   Road  Maintenance  Supervisor 

From:   Motor  Equipment  Operator 
Heavy  Equipment  Operator 


CLASS  TITLE:   ELECTRICAL  TRANSIT  SHOP  FOREMAN  CODE:   7216 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  overall  operation  of  a  large 
electrical  transit  equipment  maintenance  and  repair  shop;  directs,  through 
subordinate  supervisory  personnel,  SKilled  mechanical  craftsmen  and 
servicemen  engaged  in  maintenance,  repair  and  servicing  activities  on 
several  shifts;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  coordinating, 
enforcing  and  assisting  in  developing  methods  and  procedures  relative  to 
the  maintenance  and  repair  of  electrical  transit  vehicles;  making 
regular  contacts  with  other  departmental  personnel  and  representatives 
of  outside  organizations  in  connection  with  maintenance  and  repair 
activities;  preparing,  checking  and  reviewing  shop  operating  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out,  supervises  and  inspects  the  work  of  subordinate 
foremen,  mechanics  and  servicemen  engaged  in  the  maintenance  and  repair  of 
street  cars,  trolley  coaches  and  cable  cars;  interprets  departmental 
rules,  regulations  and  policies  for  subordinate  employees;  when  necessary, 
exercises  disciplinary  action  for  infractions  of  safety  and  other  rules. 

2.  Establishes  job  priorities  and  prepares  work  schedules  for  the 
necessary  shift  operations  in  the  repair  shop. 

3.  Requisitions  materials,  parts  and  equipment  for  the  various 
shift  operations  to  assure  that  adequate  inventories  of  such  are  readily 
available . 

k.      Inspects  materials,  supplies  and  parts  received  to  assure  con- 
formance with  items  requisitioned. 

5.  Inspects  shop  work  in  progress  and  on  completion  to  assure  con- 
formance with  instructions  and  standard  maintenance  and  repair  procedures. 

6.  Prepares  and  supervises  the  preparation  of  cost  estimates, 
material  and  time  records  and  reports. 

7.  Inspects  shop  equipment,  machinery  and  tools  to  assure  that  shops 
are  maintained  in  a  clean  and  orderly  condition. 

8.  Assists  in  the  development  and  advancements  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  journeyman  level  mechanical  experience 
in  the  maintenance  and  repair  of  electrical  transit  equipment,  including 
two  years  of  responsible  supervisory  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  working 
knowledge  of:   methods,  materials,  machinery,  tools  and  equipment  used 
in  the  maintenance,  repair  and  adjustment  of  electrical  transit  vehicles; 
the  operating  requirements  and  preventive  maintenance  practices  and 
methods  related  thereto;  considerable  knowledge  of  electrical  theory, 
testing  and  inspection. 


GLASS   TITLE:   ELECTRICAL  TRANSIT  SHOP  FOREMAN  CODE:   7216 

( continued) 

Requires  considerable  ability  to:   plan,  assign,  coordinate,  super- 
vise and  inspect  the  activities  of  subordinate  supervisory  craftsmen  and 
servicing  personnel;  make  time  and  material  cost  estimates  and  maintain 
shop  operating  reports  and  records. 

Requires  considerable  skill  in  the  application  of  electrical  transit 
equipment  maintenance  and  repair  techniques  to  complex  shop  problems. 

PROMOTIVE  LINES: 

To:   Electrical  Transit  Equipment  Supervisor 

From:   Electrical  Transit  Mechanic  Foreman 


CLASS  TITLE:   ASPHALT  FINISHER  FOREMAN  CODE:   7220 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  activities  of  a  moderate 
sized  crew  engaged  in  the  maintenance  and  repair  of  asphalt  streets; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing existing  methods  and  procedures  related  to  street  repair  activities; 
making  routine  contacts  with  other  department  personnel  and  general 
public  in  connection  with  street  repair  activities;  preparing  routine 
reports  of  time  worked  and  materials  expended. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  schedules  and  supervises  work  crews  and  equipment 
operators  on  the  spreading  and  finishing  of  asphalt  street  repairs; 
orders  and  schedules  the  delivery  of  asphalt  materials. 

2.  Inspects  all  street  repairs  to  assure  that  asphalt  is  laid  to 
standard  requirements. 

3.  Prepares  reports  of  subordinates  time  worked  and  materials 
used  on  street  repair  projects. 

h.     Assures  that  all  repair  projects  are  properly  cleaned  up  after 
repair  work  and  that  all  barricades  and  warning  lights  are  in  place  on 
incompleted  projects. 

5.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  five  years  of  street  paving  and  repair  exper- 
ience, including  two  years  of  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
techniques  and  equipment  used  in  spreading,  finishing  and  compacting 
asphalt  street  repairs. 

Requires  ability  to:  make  accurate  estimates  of  paving  materials 
required  for  various  projects;  plan,  assign  and  supervise  the  work  of 
subordinate  personnel;  prepare  and  maintain  detailed  records  of  time 
worked  and  materials  expended. 

PROMOTIVE  LINES: 

To:  Street  Repair  General  Foreman 

From:   Asphalt  Finisher  Sub-Foreman 


CLASS  TITLE:   ASPHALT  PLANT  FOREMAN  CODE:   7221 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  supervising  the  opera- 
tion, maintenance  and  repair  of  the  municipal  asphalt  plant;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relative  to  plant  operation  activities; 
making  occasional  contacts  with  other  departmental  personnel  and  contractors 
relative  to  plant  operational  problems;  gathering  and  preparing  ordinary 
plant  operating  reports  and  maintaining  related  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  work  of  a  small  group  of  sub- 
ordinate plant  operating  personnel  engaged  in  the  operation  and  maintenance 
of  the  asphalt  plant . 

2.  Makes  periodic  inspections  of  plant  units  to  assure  proper  func- 
tioning. 

3.  Takes  samples  of  bituminous  compounds  for  laboratory  tests;  inspects 
aggregates  received  to  assure  they  are  satisfactory  for  bituminous  mixtures; 
establishes  proportions  of  aggregates  for  use  in  various  bituminous  mixes. 

U.  Inspects  plant  equipment  and  determines  need  for  repairs  or  re- 
placement of  equipment . 

5>.  Requisitions  all  materials  and  replacement  parts  needed  for  plant 
machinery. 

6.  Prepares  a  variety  of  reports  and  maintains  related  records  on 
plant  production,  materials  received  and  equipment  used  in  transporting 
asphalt  mixtures. 

7.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  experience  in  the  maintenance  and  operation 
of  asphalt  plant  machinery  and  equipment;  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  operation  and  maintenance  of  an  asphalt  plant  and  its  associate  ma- 
chinery and  equipment;  the  characteristics,  mixing  and  uses  of  various 
bituminous  mixes. 

Requires  ability  to:  estimate  aggregates  and  material  requirements 
in  connection  with  paving  and  asphalt  mixing  needs;  maintain  records  and 
reports  pertaining  to  plant  operation;  supervise  subordinates  effectively. 

PROMOTIVE  LINES: 

To:   Street  Repair  General  Eoreman. 

From:   Dryer  Mixerman, 


CLASS  TITLE:   BLACKSMITH  FOREMAN  CODE:   7222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans,  assigns  and  supervises  the  activities  of 
subordinate  blacksmiths  and  helpers  engaged  in  the  manufacture, 
maintenance  and  repair  of  machinery,  equipment  and  facilities;  and 
performs  related  work  as  required. 

Requires  responsibility  for?   interpreting,  explaining  and 
enforcing  existing  methods  and  procedures  relative  to  blacksmithing 
maintenance  and  repair  activities;  making  routine  contacts  with  other 
departmental  personnel  in  connection  with  maintenance  and  repair  work; 
preparing  and  maintaining  routine  records  and  reports  on  time  worked 
and  materials  expended. 

EXAMPLES  OF  DUTIES? 

1.  Supervises  the  forming,  construction  and  fabrication  of  metal 
articles  and  parts  necessary  to  the  operation  and  maintenance  of  a 
variety  of  machinery  and  equipment. 

2.  Supervises  and  directs  rail  bending  and  the  manufacture  of 
special  rail  frogs,  crossings  and  switches,  and  the  repair  thereof, 

3.  Supervises  the  forging,  repairing  and  tempering  of  tools,  dies, 
punches  and  shears. 

h.      Supervises  the  fabrication  of  special  hardware  and  parts  for 
building  and  equipment  maintenance  work. 

5.  Prepares  time  reports,  material  orders,  work  orders  and  weekly 
reports,  and  makes  estimates  on  proposed  work. 

6.  Makes  periodic  shop  safety  inspections. 

7.  May  participate  to  a  limited  extent  in  actual  work  supervised, 
primarily  for  instructional  purposes. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS:. 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
journeyman  level  blacksmithing  experience,  including  two  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge 
of:   blacksmithing  and  welding  equipment,  materials,  practices  and 
techniques;  the  physical  properties  of  metals;  heat  treating  processes. 

Requires  considerable  ability  to:   plan,  assign,  supervise  and 
inspect  the  work  of  subordinate  employees;  maintain  operational 
records  and  prepare  necessary  reports;  design  and  fabricate  special 
tools  and  equipment. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Blacksmith 


CLASS  TITLE:   CABLE  MACHINERY  SUPERVISOR  CODE:   ?223 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  maintenance,  repair  and 
operation  of  all  cable  car  power  machinery  and  equipment;  supervises 
the  activities  of  various  craft  and  labor  personnel  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting,  coordi- 
nating and  enforcing  regulations,  procedures  and  methods  relating  to 
the  proper  operation  and  maintenance  of  cable  machinery  and  equipment; 
making  occasional  contacts  with  other  departmental  personnel  and  outside 
organizations  relative  to  operation,  maintenance  and  repair  activities; 
checking  and  preparing  routine  records  of  time  and  work  accomplished. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  coordinates  and  reviews  the  work  of  various  opera- 
ting, craft  and  labor  personnel  engaged  in  maintaining,  repairing  and 
operating  cable  machinery  and  equipment,  including  the  repair  and  re- 
placement of  wire  rope  cables,  pulleys,  winding  machinery,  grips  and 
turntables,  and  the  operation  of  all  motive  power  machinery  and  equip- 
ment. 

2.  Inspects  the  condition  of  operating  equipment  in  the  cable 
machinery  shop  and  on  the  road  by  reviewing  daily  reports  of  operating 
conditions  and  visual  inspection. 

3.  Prepares  requests  for  labor,  materials  and  supplies  necessary 
to  maintenance  and  operations  activities. 

U.  Approves  and  logs  daily  time  of  subordinates. 

5.  Responds  to  emergency  breakdown  situations  and  supervises  emer- 
gency repairs  to  machinery  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  at  least  five  years  of  responsible  mechanical  plant  opera- 
tion, maintenance  and  repair  experience,  preferably  including  experience 
in  cable  splicing  and  rigging  and  including  two  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  cable  machinery  and  equipment,  its  operation,  maintenance  and  re- 
pair requirements;  tools,  materials  and  techniques  used  in  wire  cable 
splicing  and  rigging;  the  cable  system. 

Requires  ability  to:   assign,  supervise  and  review  the  work  of 
subordinate  personnel;  analyze  emergency  breakdown  situations  and  take 
effective  remedial  action;  maintain  records  and  prepare  reports,, 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Senior  Operating  Engineer 

Wire  Rope  Cable  Maintenance  Mechanic 


CLASS  TITLE:   CAR  AND  AUTO  PAINTER  FOREMAN  CODE:   7221; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  preparation  for 
and  painting  of  a  wide  variety  of  motor  vehicles,  automotive  equipment 
and  machinery;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  relating  to  the  painting  of  automotive  equipment; 
preparing  and  maintaining  routine  work  and  time  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  preparation,  painting  and  finishing 
of  a  wide  variety  of  transit  equipment,  automobiles  and  other  mobile 
machinery  and  equipment;  inspects  finished  work  to  assure  conformance 
with  instructions. 

2,  Cuts  and  supervises  the  cutting  of  stencils  for  silk  screening 
jobs. 

3o  Lays  out  and  supervises  the  painting  of  a  wide  variety  of 
signs;  supervises  the  making  of  decals  and  transfers  for  use  on  various 
equipment. 

U.  Supervises  the  cleaning  and  maintenance  of  all  shop  tools  and 
equipment. 

5>.  Makes  cost  estimates  for  the  repairing  of  equipment  and  requi- 
sitions materials  and  supplies. 

6.  Prepares  time  records. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  experience  in 
the  painting  of  automotive  equipment,  preferably  including  some 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  the  tools,  materials,  equipment  and  techniques  of  automotive 
painting;  silk  screening  and  stenciling  processes. 

Requires  ability  to  assign,  supervise  and  inspect  the  work  of 
subordinate  personnel. 

Requires  considerable  skill  in  the  use  of  the  tools,  materials 
and  equipment  of  the  trade. 

PROMOTIVE  LINES: 

To:  Transit  Paint  Shop  Foreman 

From:  Car  and  Auto  Painter 


CLASS  TITLE 2   TRANSIT  PAINT  SHOP  FOREMAN  CODE:   722£ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  all  shop  activities 
in  connection  with  the  painting  of  a  wide  variety  of  automotive  vehicles  and 
equipment;  plans,  assigns  and  directs  the  activities  of  subordinate  person- 
nel engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
methods  and  procedures  relative  to  the  painting  of  automotive  equipment; 
making  contacts  with  the  general  public  and  other  departmental  personnel 
in  connection  with  painting  activities;  gathering,  preparing  and  main- 
taining shop  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out  and  directs  the  painting  of  automotive  equipment, 
signs  and  shop  facilities. 

2.  Makes  periodic  inspections  of  work  performed  to  assure  conform- 
ance with  instructions  and  prescribed  standards. 

3.  Makes  recommendations  in  connection  with  new  work  methods  or  pro- 
cedures. 

U.  Prepares  detailed  cost  estimates  for  the  repainting  and  refinish- 
ing  of  automotive  equi;  ment. 

5.  Orders  painting  materials  and  supplies  and  assures  that  proper 
inventories  are  maintained. 

6.  Reviews  and  records  time  reports  and  reports  of  materials  ex- 
pended for  various  jobs. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  leas  t  six   years  of  journeyman  level  automotive  painting 
experience,  including  at  least  two  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  automotive  painting  tools,  materials,  supplies  and  techniques; 
the  properties  of  various  types  of  paint  relative  to  the  use  on  a  wide 
variety  of  automotive  vehicles  and  surfaces. 

Requires  ability  to:  plan,  assign,  supervise  and  inspect  the  work 
of  subordinate  personnel;  deal  effectively  and  courteously  with  others. 

Requires  considerable  skill  in  analyzing  and  preparing  cost  es- 
timates for  repainting  damaged  vehicles. 

PROMOTIVE  LINES: 

To:  Painter  General  Foreman 

From:  Car  and  Auto  Painter  Foreman 


CLASS  TITLE:  CARPENTER  FOREMAN  CODE:   7226 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  activities  of  carpenters  and 
others  engaged  in  the  maintenance  and  repair  of  city  structures,  in- 
stallations, facilities  and  equipment;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
methods  and  procedures  relative  to  maintenance  and  repair  activities; 
making  regular  contacts  with  other  departments,  outside  organizations 
and  the  general  public  in  connection  with  maintenance  and  repair  work; 
preparing  and  reviewing  ordinary  records  and  reports  of  time  worked  and 
materials  used. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  work  of  carpenters  and  others  on 
maintenance  and  repair  projects. 

2.  Makes  estimates  of  time  and  materials  on  requested  work  orders 
for  repairs  and  maintenance. 

3.  Inspects  work  in  progress  and  upon  completion  for  quality  and 
adherence  to  plans  and  specifications. 

4.  Requisitions  materials  and  equipment. 

3>.  Records  hours  worked  and  makes  required  reports  and  inventories. 

6.  Instructs  employees  in  the  safe  operation  of  shop  equipment. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  Level  carpentry  ex- 
perience, including  one  year  of  supervisory  experience;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  building  codes,  ordinances,  department  rules  and  regulations; 
standard  practices,  methods,  materials  and  tools  and  equipment  of  the 
carpentry  trade;  occupational  hazards  and  safety  precautions  of  the 
carpentry  trade. 

Requires  ability  to:  make  accurate  estimates  of  :ime  and  mater- 
ials; lay  out,  supervise  and  direct  the  work  of  carpenoers;  keep 
accurate  reports  and  records;  get  along  well  with  others. 

Requires  considerable  skill  in  the  use  of  tools  of  the  trade. 

PROMOTIVE  LINES: 

To:  Carpenter  General  Foreman 
From:  Carpenter 


CLASS  TITLE:   CEMENT  FINISHER  FOREMAN  CODE:   7227 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  activities  of  subordinate  cement 
finishers  engaged  in  a  variety  of  maintenance  and  repair  projects  at 
various  locations  in  the  city;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  methods  and  procedures  relating  to  cement  finishing 
activities;  making  routine  contacts  with  other  departmental  personnel 
in  connection  with  cement  finishing  operations;  preparing  and  maintain- 
ing time  and  materials  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  work  of  cement  finishers  at 
various  locations. 

2.  Delivers  and  picks  up  material  as  needed  at  various  job  sites. 

3.  Prepares  labor  and  materials  cost  estimates  for  various  jobs. 
h.      Inspects  work  in  progress  and  completed  work  to  assure  com- 
pliance with  instructions  and  standard  procedures. 

5.  Keeps  time  of  employees  and  makes  required  reports  on  materials 
and  time  expended  on  each  project. 

6.  Supervises  and  checks  care  and  maintenance  of  cement  finishing 
equipment . 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  journeyman  level  cement  finishing 
experience,  including  two  years  of  supervisory  experience;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  tools,  materials  and  techniques  used  in  cement  finishing. 

Requires  ability  to:   make  accurate  labor  and  materials  cost 
estimates  for  various  jobs;  prepare  and  maintain  adequate  reports  and 
records;  plan,  assign  and  supervise  the  activities  of  subordinate  per- 
sonnel. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Cement  Finisher 


CLASS  TITLE:   AUTOMOTIVE  TRANSIT  SHOP  FOREMAN  CODE:   7228 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  overall  operation  of  a  large 
automotive  maintenance  and  repair  shop  for  transit  vehicles;  directs, 
through  subordinate  supervisory  personnel,  skilled  mechanical  craftsmen 
and  servicemen  engaged  in  maintenance,  repair,  overhaul  and  servicing 
activities  on  several  shifts;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  coordinating, 
enforcing  and  assisting  in  developing  methods  and  procedures  relative  to 
the  maintenance  and  repair  of  automotive  transit  vehicles;  making  regular 
contacts  with  other  departmental  personnel  and  representatives  of  outside 
organizations  in  connection  with  maintenance  and  repair  activities; 
preparing,  checking  and  reviewing  shop  operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out,  supervises  and  inspects  the  work  of  subordinate 
foremen,  mechanics  and  servicemen  engaged  in  the  overhaul,  maintenance 
and  repair  of  automotive  transit  equipment;  interprets  departmental  rules, 
regulations  and  policies  to  subordinate  employees;  when  necessary, 
exercises  disciplinary  action  for  infractions  of  safety  and  other  rules. 

2.  Establishes  job  priorities  and  prepares  work  schedules  for  the 
necessary  shift  operations  in  the  repair  shop. 

3.  Requisitions  materials,  parts  and  equipmentfor  the  various  shop 
operations  and  assures  that  adequate  inventory  of  such  are  readily 
available . 

k-     Inspects  materials,  supplies  and  parts  received  to  assure  con- 
formance with  items  requisitioned. 

5.  Inspects  shop  work  in  progress  and  on  completion  to  assure 
conformance  with  instructions  and  standard  overhaul,  maintenance  and 
repair  procedures. 

6.  Prepares  and  supervises  the  preparation  of  cost,  material  and 
time  records  and  reports. 

7.  Inspects  shop  equipment,  machinery  and  tools;  assures  that 
shops  are  maintained  in  clean  and  orderly  condition. 

8.  Schedules  meetings  with  shop  personnel  pertinent  to  safety 
talks  or  information  on  new  types  of  automotive  transit  equipment; 
maintains  a  current  library  on  matters  pertaining  to  the  operation  of 
shop  equipment,  including  manuals  on  wiring  diagrams,  test  gauges  and 
related  shop  equipment  and  material. 

9.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsibile  experience 
in  the  maintenance,  repair  and  overhaul  of  automotive  transit  equipment, 
including  two  years  of  responsible  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   AUTOMOTIVE  TRANSIT  SHOP  FOREMAN  (continued)   CODE:   7228 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  working 
knowledge  of:   methods,  materials ,  machinery,  tools  and  equipment  used  in 
the  overhaul,  maintenance,  repair  and  adjustment  of  automotive  transit 
vehicles 5  the  operating  requirements  and  preventative  maintenance 
practices  and  methods  of  automotive  equipment. 

Requires  considerable  ability  to:  plan,  assign,  coordinate,  super- 
vise and  inspect  the  activities  of  subordinate  supervisory  craft  and 
servicing  personnel;  make  time  and  material  cost  estimates  and  maintain 
shop  operating  reports  and  records. 

Requires  considerable  skill  in  the  application  of  automotive 
equipment  maintenance  and  repair  techniqaes  to  complex  shop  problems. 

License:   Requires  possession  of  a  valid  sta"ie  motor  vehicle 
operat  or ' s  license „ 

PROMOTIVE  LINES: 

To:  Automotive  Transit  Equipment  Supervisor 

From:   Automotive  Mechanic  Foreman 


CLASS  TITLE:   TRANSMISSION  LINEMAN  FOREMAN  CODE:   7229 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  "heavy  gang"  in  the  construction, 
maintenance  and  repair  of  high  voltage  overhead  transmission  and  distri- 
bution lines 5  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and 
instructing  on  existing  methods  and  procedures  relative  to  transmission 
line  construction  and  maintenance  and  repair  activities;  making  occasional 
contacts  with  other  departmental  personnel  and  the  general  public  on 
line  construction,  maintenance  and  repair  problems;  gathering  and  prepar- 
ing time  and  material  reports  on  work  performed.  Nature  of  work  requires 
considerable  physical  effort  and  manual  dexterity  with  frequent  exposure 
to  inclement  weather  and  serious  accident  hazards. 

EXAMPLES  OF  DUTIES: 

1.  Lays  out,  assigns  and  supervises  subordinate  personnel  engaged 
in  construction,  installation,  maintenance  and  repair  of  high  voltage 
overhead  transmission  lines  and  appurtenances. 

2.  Assures  that  all  safety  precautions, .tools  and  equipment  are  in 
use  when  necessary  to  perform  maintenance  and  repair  work  on  energized 
lines. 

3.  Supervises  the  washing  of  insulators,  the  cleaning  and  painting 
of  poles  and  transmission  towers. 

U.  Supervises  the  inspection  and  patroling  of  transmission  lines 
and  clearance  of  right-of-way  obstructions. 

5-   Supervises  the  inspection  of  switch  gear,  transformers  and  other 
auxiliary  equipment  for  proper  operation  and  condition. 

6.  Prepares  records  and  reports  of  time  worked,  -work  performed  and 
materials  and  supplies  utilized  on  various  projects, 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  six  years  of  journeyman  level  experience  in  the  construction, 
maintenance  and  repair  of  overhead  transmission  systems,  including  two 
years  of  supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   electrical  theory  and  practice,  particularly  as  applied  to  high 
voltage  transmission  systems,  including  state  general  order  number  95; 
thorough  working  knowledge  of  the  construction,  maintenance  and  repair 
requirements  of  overhead  systems;  the  use  of  line  maintenance  and  repair 
tools  and  equipment,  especially  as  applied  to  work  on  energized  lines. 

Requires  knowledge  of  the  practical  application  of  pole-top 
resuscitation  and  first-aid  methods. 


CLASS  TITLE:   TRANSMISSION  LINEMAN  FOREMAN  (continued)     CODE:   7229 

Requires  ability  to:   plan,  assign  and  supervise  the  work  of  sub- 
ordinate personnel;  read  and  interpret  plans,  drawings  and  specifications; 
determine  tools,  materials  and  sipplies  required  for  assigned  projects; 
determine,  locate  and  effect  repair  on  transmission  systems;  skill  and 
ability  in  the  use  of  rigging  techniques  applicable  to  transmission  line 
work. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Transmission  Lineman  General  Foreman 

From:   Lineman 

Transmission  Lineman 


CLASS  TITLEs   FIRE  DEPARTMENT  WATER  SYSTEM  FOREMAN         CODE:   7230 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  planning,  supervision  and 
coordination  of  the  maintenance,  repair,  servicing  and  alteration  of  high 
and  low  pressure  fire  hydrants  and  the  high  pressure  water  supply  system 
of  the  fire  department;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  coordinat- 
ing existing  methods  and  procedures  relative  to  the  maintenance  and 
repair  of  a  high  pressure  system;  making  regular  contacts  with  other 
departmental  personnel,  the  general  public  and  outside  organizations  in 
connection  with  maintenance  and  repair  activities;  preparing,  checking 
and  reviewing  detailed  operational  and  maintenance  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  coordinates  all  maintenance  activities  performed 
on  hydrants  in  the  water  supply  system  of  the  fire  department. 

2.  Is  responsible  for  supervising  the  periodic  servicing  and  paint- 
ing of  hydrants  and  suction  connections,  the  blowing  off  of  hydrants 
situated  on  high  pressure  deadends,  the  reporting  of  hydrants  taken  out 
of  service,  the  inspection  of  building  standpipes  and  inlets;  the 
checking  and  filling  of  cisterns,  the  inspection  and  testing  of  new 
hydrants  and  the  altering  of  high  pressure  mains. 

3.  Supervises  and  assists  in  the  training  of  new  personnel; 
organizes  and  assists  a  group  of  subordinates  in  the  emergency  repair 
of  breaks  in  the  high  pressure  system;  is  responsible  for  the  satis- 
factory operating  condition  of  all  trucks  and  equipment  used  in 
maintenance  activities;  enforces  adherence  to  prescribed  safety  regu- 
lations; checks  supplies  and  equipment  on  hand  and  orders  replacements 
when  needed;  issues  or  supervises  the  issuance  of  supplies  and  equip- 
ment to  subordinates. 

h.     Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  responsible  plumbing  experience 
in  the  maintenance  and  repair  of  high  pressure  water  distribution 
systems,  including  at  least  two  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge ,  Abilities  and  Skills:   Requires  a  considerable  know- 
ledge of:   the  operation  of  the  fire  department  high  pressure  system 
and  the  techniques,  equipment  and  supplies  used  in  the  servicing, 
repair  and  alteration  of  the  system;  applicable  fire  codes  and  regu- 
lations. 

Requires  the  ability  to:  plan,  assign,  supervise,  inspect  and 
coordinate  the  work  of  subordinate  personnel;  organize  and  direct 
repairs  to  the  water  supply  system  under  emergency  conditions;  keep 
detailed  records  and  make  accurate  reports  on  activities. 


CLASS  TITLE:   FIRE  DEPARTMENT  WATER  SYSTEM  FOREMAN         CODE:   7230 
(continued) 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
rator' s  license. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Fire  Department  Water  Supply  Sub-Foreman 


CLASS  TITLE:   SCHOOL  BUILDINGS  MAINTENANCE  AND  CODE:   7231 

REPAIR  SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  and  coordinates  maintenance,  repair 
and  alterations  of  a  limited  nature  on  school  buildings  and  structures 
within  the  school  district;  plans,  assigns  and  directs  the  activities  of 
subordinate  personnel  engaged  in  such  work;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  developing,  coordinating,  interpreting 
and  enforcing  existing  methods  and  procedures  in  connection  with  building 
maintenance,  repair  and  alteration  activities;  making  regular  important 
contacts  with  other  department  and  interdepartmental  personnel,  officials 
and  the  general  public  in  connection  with  school  building  maintenance  and 
repair  activities;  important  technical  and  operational  progress  and 
inspectional  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  administers  activities  of  personnel  engaged  in 
general  maintenance,  repair  and  alteration  of  school  buildings  and 
related  facilities,  including  the  development  and  review  of  a  continuous 
preventative  maintenance  program. 

2.  Carries  out,  interprets,  enforces  and  explains  school  department 
policy  to  interdepartmental  personnel  engaged  in  the  maintenance,  repair 
and  alteration  of  school  buildings  and  related  facilities. 

3.  Receives,  screens  and  reviews  requisitions  for  maintenance,  repair 
and  alteration  of  all  school  buildings  and  facilities  to  determine 
validity,  availability  and  fitness,  and  approves  other  controlling 
factors  or  denies  requests  in  accordance  with  established  policy;  inspects 
school  buildings  to  determine  need;  initiates  work  orders  to  subordinates 
for  maintenance,  repairs  and  alterations;  recommends  and  establishes 
priorities  for  maintenance,  repair  and  alteration;  submits  recommendations 
for  annual  major  repair  program. 

U.   Initiates  the  preparation  and  development  of  plans  and  specifica- 
tions; reviews  and  approves  cost  estimates  relating  to  interdepartmental 
work  orders. 

5.  Performs  field  work;  reviews  and  inspects  work  at  job  site; 
determines  job  progress  and  approves  completion  of  work  after  final 
inspection;  assures  compliance  with  all  codes,  regulations  and  specifica- 
tions; checks  cost  against  work  performed. 

6.  Approves  bills  for  interdepartmental  work  orders. 

7.  Is  responsible  for  the  preparation  of  purchase  specifications 
for  special  equipment  used  in  maintenance,  repair  or  alteration  of 
school  buildings.   Checks  bids  and  recommends  acceptance  or  rejection. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  eight  years  of  progressively  responsible  general 
building  maintenance  and  repair  experience,  including  three  years  of 
supervisory  experience  in  a  general  trade  or  craft;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   SCHOOL  BUILDINGS  MAINTENANCE  AND  CODE:   7231 

REPAIR  SUPERVISOR  (continued) 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   building  construction  methods  and  techniques;  building  materials, 
their  use  and  limitations;  methods,  practices  and  procedures  utilized  in 
building  maintenance  and  repair  work;  applicable  building,  health,  fire 
and  safety  codes,  laws  and  ordinances;  working  knowledge  of  engineering 
principles;  tools,  materials  and  equipment  used  in  building  maintenance 
and  repair;  current  labor  and  material  costs  and  building  trade  practices. 

Requires  ability  to:   plan,  assign  and  inspect  the  work  of  sub- 
ordinate personnel;  plan  and  detail  repair  and  maintenance  work;  exercise 
good  judgment  in  determining  and  establishing  maintenance  and  repair 
priorities;  interpret  and  evaluate  need  and  cost  of  building  maintenance 
and  repair  work;  maintain  records  and  prepare  reports  relating  to 
building  maintenance  and  repair  activities;  exercise  initiate  in  develop- 
ing solution  to  maintenance  and  repair  problems  by  use  of  new  materials 
and  methods;  deal  persuasively  and  effectively  with  others. 

Requires  considerable  skill  in  applying  building  construction 
material  knowledge  and  engineering  principles  in  investigation  and 
determination  of  school  building  and  property  maintenance  and  repair 
problems. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Buildings  Maintenance  Superintendent 
School  Maintenance  Coordinator 


CLASS  TITLE:   GENERAL  UTILITY  MECHANIC  FOREMAN  CODE:   7232 

CHARACTERISTS  OF  THE  CLASS: 

Under  direction,  supervises  the  overhaul,  maintenance  and  repair  of 
a  wide  variety  of  mobile  and  stationary  machinery,  equipment  and 
mechanical  facilities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  enforcing,  interpreting  and  carrying 
out  existing  maintenance,  repair  and  overhaul  methods  and  procedures; 
making  regular  contacts  with  other  departmental  personnel,  the  general 
public  and  outside  organizations  and  their  representatives  in  connec- 
tion with  maintenance,  repair  and  overhaul  activities;  preparing, 
checking  and  reviewing  detailed  operational  maintenance  and  repair 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  supervises  and  inspects  the  overhaul,  mainte- 
nance and  repair  of  a  variety  of  gasoline  and  diesel  powered  mobile 
equipment  and  machinery,  including  electrical,  body  and  fender  and 
interior  repair  and  maintenance  on  such  equipment. 

2.  Supervises  the  maintenance  and  repair  of  a  variety  of 
stationary  plant  machinery  and  equipment,  including  rock  crushers, 
pumping  plants,  automatic  and  manual  hydraulic  control  devices, 
machinery  and  valves. 

3.  Prepares  drawings  and  sketches  necessary  to  the  fabrication  of 
steel  and  metal  parts  and  supervises  the  machining  or  fabrication  of 
such  parts. 

h.      Supervises  the  repair  and  overhaul  of  power  house  turbines, 
including  the  fitting,  assembling  and  testing  of  same. 

5.  Makes  visual  inspections  and  prepares  reports  and  recommenda- 
tions on  the  conditions  and  maintenance  needs  of  mobile  and  stationary 
equipment;  prepares  cost  and  material  estimates  for  such  repair  work. 

6.  Prepares  and  supervises  the  preparation  of  records  and 
reports  relative  to  the  maintenance  and  repair  of  automotive  and 
stationary  plant  equipment. 

7.  Requisitions  and  purchases  supplies,  materials  and  equipment 
necessary  to  maintenance  and  repair  activities. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  journeyman  level  experience  in 
the  maintenance,  repair  and  overhaul  of  a  wide  variety  of  mobile  and 
stationary  plant  machinery  and  equipment,  with  substantial  experience 
in  machine  shop  blacksmithing  and  sheet  metal  work  and  including  one 
year  of  supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:   GENERAL  UTILITY  MECHANIC  FOREMAN  CODE:   7232 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  methods,  materials,  tools  and  equipment  used  in  the  maintenance, 
repair  and  overhaul  of  automotive  and  stationary  plant  machinery  and 
equipment;  the  operation  and  preventative  maintenance  requirements  of 
such  equipment;  machine  shop,  blacksmithing  and  sheet  metal  tools  and 
machinery  and  their  uses  in  maintenance  and  overhaul  activities. 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
work  of  subordinate  personnel;  prepare  and  interpret  working  drawings 
and  plans;  make  time  and  materials  cost  estimates. 

Requires  considerable  skill  in  the  application  of  mechanical 
maintenance,  repair  and  overhaul  techniques  and  methods  to  practical 
shop  and  field  problems. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:  Mechanical  Shop  and  Equipment  Assistant  Superintendent 

From:   General  Utility  Mechanic 


CLASS  TITLE:   GLAZIER  FOREMAN  CODEj   7233 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  activities  of  a  crew  of  subordinate 
glaziers  engaged  in  a  variety  of  maintenance  and  repair  projects  at 
various  locations  in  the  city;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing existing  methods  and  procedures  relating  to  glazing  activities; 
making  routine  contacts  with  other  departmental  personnel  in  connection 
with  glazing  operations;  preparing  and  maintaining  time  and  materials 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  work  of  glaziers  at  various 
locations. 

2.  Prepares  labor  and  materials  cost  estimates  for  various  jobs. 

3.  Cuts  glass  at  shop  for  orders. 

k.     Requisitions,  receives  and  checks  deliveries  of  material  and 
supplies. 

5.  Records  time  of  employees  and  prepares  reports  on  projects 
completed  and  materials  expended. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  journeyman  level  glazing  experience, 
including  two  years  of  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  tools,  materials  and  techniques  used  in  the  glazing  trade. 

Requires  ability  to  make  accurate  labor  and  materials  cost  esti- 
mates for  various  jobs;  prepare  and  maintain  adequate  reports  and 
records;  plan,  assign  and  supervise  subordinate  personnel. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Glazier 


CLASS  TITLE:   INSTRUMENT  MAKER  FOREMAN  CODE:   723U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  a  group  of  machinists  and 
instrument  makers  engaged  in  the  manufacture,  fabrication,  maintenance 
and  repair  of  fire  alarm,  police  communication  and  traffic  signal 
equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  carrying  out  and  en- 
forcing existing  methods  and  procedures  relative  to  machine  shop  and 
instrument  making  activities;  making  occasional  contacts  with  other 
departmental  personnel  and  outside  organisations  in  connection  with 
shop  operations;  gathering,  preparing  and  maintaining  operating  shop 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1„  Assigns,  supervises  and  inspects  the  work  of  subordinate 
personnel  in  instrument  making  and  machine  shop  activities. 

2„  Inspects  and  reviews  work  in  progress  to  assure  conformance 
with  instructions  and  prescribed  standards, 

3*  May  instruct  subordinates  in  methods  of  manufacture,  fabrica- 
tion or  repair  of  equipment. 

U,  Requisitions  materials,  supplies  and  equipment  for  shop  opera- 
tions; prepares  cost  estimates  relative  to  the  manufacture  and  repair 
of  fire  alarm,  police  communication,  traffic  signal  and  parking  meter 
systems. 

5.  Prepares  designs  or  modification  drawings  for  components  of 
existing  systems. 

6.  Maintains  records  and  prepares  reports  of  employee  time  worked 
and  parts  and  items  manufactured  in  the  shop. 

7.  Ass  sts  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  journeyman  level  experience  as 
a  machinist  and  instrument  maker,  in  work  involving  the  fabrication, 
installation  and  repair  of  precision  instruments  and  installations, 
including  one  year  of  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  operation  of  machine  tools  and  equipment;  the  proper  methods 
of  working  and  machining  various  metals  and  the  manufacture  of  parts 
and  equipment;  the  methods,  materials,  tools  and  equipment  used  in 
fabricating  and  installing  machines  and  equipment. 

Requires  ability  to:  plan,  assign,  supervise  and  inspect  the 
work  of  subordinate  personnel;  read  and  interpret  sketches,  drawings 
and  blue  prints;  maintain  shop  operating  records  and  prepare  related 
reports. 


CLASS  TITLE:  INSTRUMENT  MAKER  FOREMAN  (continued)         CODE:  723k 

PROMOTIVE  LINES: 

To:  Machine  Shop  and  Parking  Meter  Superintendent 

From :  Instrument  Maker 
Machinist 


CLASS  TITLE:   LINEMAN  FOREMAN  CODE:   7235 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  crew  of  linemen  in  the  installation, 
maintenance  and  repair  of  overhead  and  underground  police  and  fire  signal 
and  communication  or  transit  power  systems;  may  participate  in  activities 
of  line  crew;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and 
enforcing  existing  methods  and  procedures  in  connection  with  the  main- 
tenance and  repair  of  communication,  signal  and  transit  power  systems; 
making  regular  contacts  with  other  departmental  personnel  and  outside 
contractors  relative  to  maintenance  and  repair  activities;  preparing, 
checking  and  reviewing  a  variety  of  operational  reports  on  installation, 
maintenance  and  repair  activities. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  subordinate  personnel 
engaged  in  the  installation,  maintenance  and  repair  of  overhead  and 
underground  lines  and  cables  for  the  operation  of  police,  fire  alarms, 
teletype,  traffic  signal  and  transit  power  transmission  systems. 

2.  Makes  preliminary  maps,  sketches  and  drawings  for  the  instal- 
lation of  new  overhead  and  underground  communication  and  transit  power 
systems;  prepares  labor  and  material  cost  estimatesfbr  such  systems; 
responds  to  emergency  breakdowns  and  makes  necessary  repairs. 

3.  Makes  field  investigations  of  existing  communication  facilities 
in  connection  with  various  projects  requiring  alteration  and  relocation 
of  such  systems;  inspects  and  supervises  the  inspection  of  overhead 
transmission  lines,  feeders,  circuit  breakers  and  other  accessories. 

U.  Prepares  and  supervises  the  preparation  of  periodic  reports  in 
connection  with  work  performed  by  field  crew  on  overhead  and  underground 
line  and  cable  maintenance  projects. 

5.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  journeyman  level  experience  in  the 
installation,  maintenance  and  repair  of  overhead  and  underground  line 
and  cable  systems  and  facilities,  including  two  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   existing  laws,  ordinances  and  regulations  pertaining  to  fire  alarm 
systems  and  overhead  and  underground  lines;  electrical  theory, 
particularly  as  applied  to  police  and  fire  signal  and  communication 
systems  and  transit  power  systems;  the  processes,  tools  and  materials 
required  in  the  maintenance  and  repair  of  signal,  alarm  and  transit 
power  systems. 


CLASS  TITLE:   LINEMAN  FOREMAN  (continued)  CODE:   7235 

Requires  considerable  ability  to:   plan,  assign,  supervise  and 
inspect  the  work  of  subordinate  crews;  deal  effectively  and  courteously 
with  the  general  public,  outside  organizations  and  other  departmental 
personnel;  maintain  records  and  reports;  investigate  and  recommend 
possible  improvements  of  services  and  equipment. 

Requires  unusual  skill  in  the  application  of  electrical  theory  to 
the  maintenance,  operation  and  repair  of  overhead  and  underground  signal, 
communication  and  transit  power  systems. 

PROMOTIVE  LINES: 

To:   Lineman  General  Foreman 

From:   Lineman 


CLASS  TITLE:  LOCKSMITH  FOREMAN  CODE:   7236 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises,  plans,  inspects  and  coordinates  the 
work  of  subordinate  locksmiths  engaged  in  the  repair,  adjustment  and 
maintenance  of  all  types  of  locks  and  locking  devices;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  explaining  and  carry- 
ing out  existing  methods  and  procedures  relating  to  lock  repair  and 
maintenance  activities;  making  regular  contacts  with  other  departments 
and  outside  organizations  relating  to  lock  repair  and  maintenance 
operations;  preparing,  gathering  and  maintaining  records  and  reports 
on  work  accomplished  and  materials  expended,  and  detailed  key  codes 
and  records. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  subordinate  locksmiths, 
inspects  work  during  progress  and  upon  completion. 

2.  Requisitions,  receives,  inspects  and  stores  equipment  and 
supplies. 

3.  Confers  with  building  maintenance  personnel  regarding  work  to 
be  accomplished. 

k.      Supervises  and  participates  in  the  installing  and  repairing  of 
locks,  changing  lock  combinations,  opening  or  removing  locks  which 
cannot  be  opened  by  ordinary  means;  devises  and  adjusts  master  key 
systems  and  installs  and  maintains  all  types  of  locking  devices. 

5.  May  incidentally  supervise,  inspect  and  perform  repairing  or 
adjusting  of  other  building  hardware  such  as  door  checks,  latches, 
panic  doors  and  door  closers. 

6.  Estimates  materials  and  labor  costs;  maintains  simple  work 
records  and  reports. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  locksmithing 
experience,  including  one  year  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  design,  construction,  installation,  maintenance,  operation, 
repair  and  rebuilding  of  all  types  of  locks  and  locking  devices;  the 
tools,  practices  and  processes  used  in  the  locksmith  trade;  key  code 
systems  and  the  ability  to  decipher  them;  installing,  adjusting  and 
repairing  of  panic  door  devices  and  door  checks;  job  and  cost  estimating 
procedures  and  methods. 


CLASS  TITLE:  LOCKSMITH  FOREMAN  (continued)  CODE:   7236 

Requires  considerable  ability  to:  estimate  labor  and  materials 
required  for  jobs;  supervise,  plan  and  coordinate  the  work  programs  of 
locksmiths;  make  reports  and  maintain  routine  operating  records;  set  up 
master  key  systems  and  fabricate  master  keys;  formulate,  operate  and 
maintain  key  code  systems;  develop  and  work  from  written  plans  and 
specifications. 

Requires  considerable  skill  in:  the  installation,  maintenance, 
operation,  repair  and  rebuilding  of  all  types  of  locks  and  locking 
devices;  the  operation  and  use  of  the  tools  and  equipment  utilized  in 
the  trade. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Locksmith 


CLASS  TITLE:  MACHINIST  FOREMAN  CODE:   7237 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  a  moderate  sized  group  of 
skilled  machinists  in  connection  with  the  manufacture,  construction, 
assembly,  installation  and  repair  of  a  wide  variety  of  mechanical 
equipment,  machines,  valves,  castings  and  metal  parts;  and  performs 
related  duties  as  required , 

Requires  responsibility  for:  interpreting  and  enforcing  existing 
methods  and  procedures  related  to  machine  shop  maintenance  and  repair 
activities;  making  routine  contacts  with  other  departmental  personnel  in 
connection  with  machine  shop  activities;  gathering  and  preparing  ordi- 
nary machine  shop  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out  and  assigns  work  for  subordinate  machinists. 

2.  Requisitions,  distributes  and  accounts  for  machine  shop 
materials,  supplies  and  tools. 

3.  Inspects  and  reviews  completed  work  and  work  in  progress  to 
assure  conformance  with  instructions  and  standard  machine  shop  practices. 

k.   Prepares  drawings  and  sketches  in  connection  with  the  fabrica- 
tion of  tools  and  safety  equipment  for  machine  shop  use, 

$.   Inspects  shop  equipment,  machinery  and  facilities  to  assure 
proper  maintenance  and  cleanliness. 

6.  Inspects  materials  and  supplies  received  in  shop  to  assure 
proper  quality  and  quantity, 

7.  Keeps  employees'  time  cards  and  related  reports, 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  journeyman  level  machinist 
experience,  including  one  year  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  know- 
ledge of:  the  principles,  methods,  materials,  tools  and  equipment 
used  in  machine  shop  work;  metals  and  the  characteristics  and  methods 
of  cutting  and  machining  them;  machine  shop  safety  precautions. 

Requires  considerable  ability  to:  plan,  assign  and  supervise 
the  activities  of  subordinate  personnel;  maintain  shop  operating  re- 
cords and  prepare  related  reports. 


CLASS  TITLE:  MACHINIST  FOREMAN  (continued)  CODE:  7237 

PROMOTIVE  LINES: 

To:  General  Utility  Mechanic  Foreman 

Machine  Shop  and  Parking  Meter  Superintendent 
Motorized  Equipment  Mechanic  General  Foreman 
Transit  Equipment  Maintenance  Superintendent 

From:  Machinist 

Instrument  Maker 


CLASS  TITLE:  ELECTRICIAN  FOREMAN  CODE:   7238 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  maintenance,  repair  and 
alteration  of  a  wide  variety  of  electrical  systems,  machines  and  equip- 
ment; supervises  the  activities  of  a  small  group  of  electricians  and 
helpers  engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  existing 
methods  and  techniques  in  electrical  installations,  maintenance  and  re- 
pair activities;  occasional  responsible  contacts  with  other  departmental 
personnel  relative  to  electrical  maintenance  and  repair  work;  gathering 
and  maintaining  ordinary  records  of  work  accomplished  and  time  expended 
on  maintenance  and  repair  jobs. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  inspects  the  work  of  electricians  and 
helpers  in  the  installation,  maintenance,  repair,  testing  and  servicing 
of  a  wide  variety  of  electrical  installations,  machinery  and  equipment. 

2.  May  personally  carry  out  difficult  trouble  shooting  work  in 
connection  with  locating  break-downs  in  electrical  systems,  machinery 
or  equipment. 

3.  Prepares  time  and  material  estimates  for  work  projects;  requisi- 
tions, issues  and  accounts  for  electrical  equipment,  materials  and 
supplies  for  various  electrical  work  projects. 

h.  Maintains  records  and  prepares  routine  reports  on  time  and 
materials  expended  and  on  work  accomplished. 

5>.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program, 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :  Requires  completion  of  high  school,  sup- 
plemented by  four  years  of  journeyman  level  electrical  installation, 
maintenance  and  repair  experience,  preferably  including  some  supervis- 
ory experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  electrical  equipment  and  installations  and  the  maintenance  and 
repair  requirements  of  such  equipment  and  installations;  existing 
electrical  codes,  laws,  and  ordinances  as  applied  to  electrical  instal- 
lation, maintenance  and  repair  work. 

Requires  ability  to:  plan,  assign,  supervise  and  inspect  the  work 
of  subordinate  personnel;  read  blueprints  and  wiring  diagrams;  estimate 
material  .and  supplies  needed  for  work  projects;  maintain  records  and 
reports  of  time  expended  and  work  performed. 


CLASS  TITLE:  ELECTRICIAN  FOREMAN  (continued)  CODE:   7238 

Requires  considerable  skill  in  the  application  of  electrical  main- 
tenance, repair  and  installation  methods  and  practices  to  practical 
field  and  shop  projects. 

PROMOTIVE  LINES: 

To:  Electrician  General  Foreman 

From:  Electrician 


CUSS  TITLE:   PLUMBER  FOREMAN  CODE:   7239 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  reponsible  for  planning,  assigning  and  supervis- 
ing the  activities  of  a  large  group  of  plumbers  engaged  in  the  maintenance 
and  repair  of  plumbing  activities  and  facilities  in  the  various  city 
buildings  and  installations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  co- 
ordinating and  enforcing  existing  policies  and  procedures  relative  to 
plumbing  maintenance  and  repair  activities;  making  regular  contacts  with 
outside  organizations,  other  departments  and  the  general  public  on 
matters  relating  to  plumbing  activities;  preparing,  checking  and  re- 
viewing operational  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans  lay-outs,  directs  and  inspects  the  work  of  subordinate 
plumbers  and  other  personnel  engaged  in  plumbing  maintenance  and  repair 
work. 

2.  Makes  preliminary,  progress  and  final  inspections  on  complex 
jobs  for  compliance  with  specifications,  codes  and  approved  practices. 

3.  Estimates  and  requisitions  supplies  and  materials,  including 
the  determination  of  kind,  grade,  size,  quantity  and  quality. 

h.     Analyzes  and  interprets  blueprints  and  specifications. 

5.  Consults  with  and  advises  administrative  and  other  building 
repair  personnel  regarding  plumbing  methods  and  techniques  in  altering, 
maintaining  or  repairing  equipment  or  systems. 

6.  Cooperates  with  other  craftsmen  in  performing  tasks  involving 
other  trades;  assures  work  is  properly  coordinated  with  other  trades. 

7.  Maintains  records  and  makes  reports  as  required. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  journeyman  level  experience  in 
plumbing  maintenance  and  repair  work,  including  two  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  practices,  principles  and  local  codes  applicable  to  plumbing 
work;  the  qualities,  adaptability  and  uses  of  plumbing  materials, 
including  all  types  of  pipes  and  special  fittings;  the  design,  con- 
struction, installation,  maintenance  and  repair  of  hot  and  cold  water, 
sanitary,  drainage,  heating,  gas  and  other  plumbing  systems  and 
appliances. 


CLASS  TITLE:   PLUMBER  FOREMAN   (Continued)  CODE:   7239 

Requires  ability  to:   analyze  and  interpret  blueprints,  working 
drawings,  sketches  and  specifications;  make  estimates  of  labor  and 
materials  for  various  projects;  plan,  lay  out,  direct  and  supervise 
the  work  of  subordinates  on  various  work  assignments. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

Fr  m:   Plumber 


CLASS  TITLE:  WATER  METER  SHOP  FOREMAN  CODE:   72^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  personnel  of  the  water  meter 
repair  shop  engaged  in  repairing,  testing  and  calibrating  various  types, 
makes  and  sizes  of  water  meters,  including  both  shop  and  field  operations; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures  applicable  to  meter 
repair  operations  in  the  shop  and  field;  achieving  considerable  economies 
through  efficient  supervision  of  shop  operation,  personnel  and  use  of 
materials,  supplies  and  equipment;  making  occasional  contacts  with  the 
general  public,  other  departments  and  representatives  of  outside 
organizations  in  furnishing  or  obtaining  information  on  meter  repair 
matters;  gathering,  maintaining  and  reviewing  shop  and  field  meter 
maintenance  and  repair  records  and  reports.  Nature  of  duties  involves 
sustained  physical  effort,  standing  and  walking  and  continuous  light  work 
and  occasional  heavy  work  in  assisting  with  various  meter  repair  opera- 
tions, involving  limited  exposure  to  accident  hazards  and  some  disagree- 
able elements. 

EXAMPLES  OF  DUTIES: 

1.  Organizes  and  supervises  a  number  of  water  meter  repairmen  and 
auxiliary  personnel  in  performing  detailed  repair  work  in  reconditioning 
and  repairing  various  types,  makes  and  sizes  of  water  meters,  both  in 
the  meter  repair  shop  and  at  field  locations. 

2.  Plans,  assigns  and  reviews  shop  repairing  and  testing  opera- 
tions; routes  and  dispatches  meter  complaint  orders  requiring  field 
inspection  testing  and  repair;  makes  field  inspection  to  check  com- 
pletion of  repair  work,  replacement  of  damaged  meter  boxes  and  covers 
and  incidental  sidewalk  and  street  repair. 

3.  Maintains  numerical  files  of  all  water  meters  as  to  make,  type, 
size  and  location  by  numerical  individual  water  services;  issues  meters 
from,  and  returns  meters  to  stock;  maintains  records  of  shop  and  field 
production  and  repairs;  checks  shop  and  field  work  sheets  and  repair 
cards;  prepares  consolidated  shop  time  reports. 

h.      Orders,  receives  and  tests  all  new  meters  to  assure  compliance 
with  water  department  specifications;  runs  special  shop  tests  on  all 
consumer  complaints  regarding  over-registration  of  meters;  directs 
experimental  tests  to  determine  points  of  wear;  makes  special  tests  for 
efficiency,  loss  of  head;  also  scramble,  pressure  and  structural  tests. 

5.  Orders,  receives  and  inspects  all  parts,  supplies  and  materials 
needed  for  meter  repair  operations  as  to  various  type  and  size  of  meters 
in  use. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 


CLASS  TITLE:  WATER  METER  SHOP  FOREMAN  (continued)         CODE:   72l±0 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  experience  as  a  water  meter  repairman? 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  mechanisms  and  operation  of  various  types,  makes  and  sizes  of  water 
meters?  the  equipment,  tools,  methods  and  procedures  for  repairing 
faulty  and  damaged  meters,  both  in  the  shop  and  in  the  field;  the  equip- 
ment, methods  and  procedures  for  testing  and  calibrating  water  meters. 
Must  have  demonstrated  practical  supervisory  knowledge  and  experience  in 
organizing  and  directing  meter  repair  activities  in  the  shop  and  field. 

PROMOTIVE  LINES: 

To:   Service  and  Meters  General  Foreman 

From:  Water  Meter  Repairman 


CLASS  TITLE:   MOTORIZED  EQUIPMENT  MECHANIC  FOREMAN         CODE:   72^1 
CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  supervises  a  group  of  mechanics  and 
servicemen  in  the  overhaul,  maintenance  and  repair  of  a  wide  variety 
of  heavy  and  light  duty  motorized  machinery  and  equipment;  and  per- 
forms related  duties  as  required. 

Requires  considerable  responsibility  for:  explaining  and  carrying 
out  existing  methods  and  procedures  in  connection  with  equipment  mainte- 
nance and  repair  activities;  making  occasional  contacts  with  other 
departmental  personnel  relative  to  equipment  overhauling  and  maintenance 
problems;  gathering  and  preparing  ordinary  operating,  time  and  material 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  activities  of  mechanics  and  subordi- 
nate personnel  engaged  in  the  overhaul,  maintenance  and  repair  of  heavy 
and  light  duty  equipment  and  machinery,  such  as  diesel  units,  road 
machines,  earth  moving  and  marine  equipment. 

2.  Diagnoses  malfunctions  of  equipment  and  gives  instructions  for 
its  repair  or  overhaul. 

3.  Requisitions  supplies,  materials  and  equipment  necessary  to 
maintenance  and  repair  activities. 

U.  Determines  and  recommends  types  and  sizes  of  equipment  units 
for  various  purposes;  gives  reasons  for  the  purchase  of  such  equipment; 
compiles  annual  equipment  budget  needs;  prepares  specifications  for 
equipment  to  be  purchased;  assists  in  analyzing  bids  and  making  award 
determinations . 

5.  Prepares  work  orders  for  and  subsequent  time  and  material  cost 
records  of  various  repair  and  overhaul  jobs;  checks  and  inspects  com- 
pleted work  for  conformance  with  instructions  and  standard  repair 
procedures. 

6.  May  assist  subordinates  in  more  difficult  or  complex  analysis 
and  repair  work. 

7.  May  review  and  recommend  disposition  of  bids  by  outside  con- 
tractors for  maintenance  and  repair  work, 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  experience 
in  the  maintenance,  repair  and  overhaul  of  a  wide  variety  of  motorized 
equipment  and  machinery,  including  some  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:  MOTORIZED  EQUIPMENT  MECHANIC  FOREMAN         CODE?   721*1 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  methods,  machinery,  tools  and  equipment  used  in  the  maintenance, 
repair,  overhaul  and  adjustment  of  a  wide  variety  of  motorized  machinery 
and  equipment;  preventative  maintenance  practices  and  methods  for 
motorized  machinery  and  equipment. 

Requires  considerable  ability  to:  diagnose  malfunctions  in 
motorized  equipment  and  machinery  and  determine  necessary  repairs; 
make  time  and  materials  cost  estimates;  keep  shop  operating  records 
and  prepare  related  reports. 

Requires  considerable  skill  in  the  application  of  mechanical 
maintenance  and  repair  techniques  to  practical  shop  problems. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  Motorized  Equipment  Mechanic  General  Foreman 

From:  Motorized  Equipment  Mechanic 


CLASS  TITLE:  PAINTER  FOREMAN  CODE:   721+2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans,  assigns  and  supervises  the  work  of  a  small 
group  of  painters  engaged  in  the  exterior  and  interior  painting  of  a 
variety  of  building  structures  and  equipment;  and  performs  related 
duties  as  required, 

Requires  responsibility  for:  interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  in  connection  with  painting  assign- 
ments; making  routine  contacts  with  other  departmental  personnel  and 
outside  agencies  and  organizations  in  connection  with  painting  activities; 
gathering,  preparing  and  maintaining  ordinary  time  and  material  cost 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  activities  and  work 
performance  of  subordinate  painters;  inspects  work  in  progress  and 
completed  projects  for  conformance  with  instructions  and  standard 
practices;  picks  up  and  delivers  paint,  material,  supplies  and  equip- 
ment to  the  various  projects, 

2„  Makes  time  and  material  cost  estimates  for  painting  projects; 
requisitions  and  issues  painting  materials,  supplies  and  equipment; 
mixes  and  matches  paints. 

3.  Assures  that  all  scaffolding  necessary  to  painting  projects  is 
erected  and  complies  with  existing  safety  practices. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  f  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  painting 
experience,  including  one  year  of  supervisory  experience;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  tools,  materials  and  techniques  of  the  painting  trade;  the 
properties  of  various  types  of  paint  and  their  application  to  a  variety 
of  surfaces;  mixing  and  blending  of  paints  and  pigments. 

Requires  considerable  ability  to:  mix  and  match  paints;  make 
accurate  time  and  material  cost  estimates  for  painting  projects;  pre- 
pare and  maintain  operating  records  and  reports. 

PROMOTIVE  LINES: 

To :  Painter  General  Foreman 

From:  Painter 


CLASS  TITLE;   PARKING  METER  SERVICEMAN  FOREMAN  CODE:   72l;3 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  all  field  parking 
meter  maintenance  and  repair  work;  plans,  assigns  and  supervises  the  work 
of  subordinate  personnel  engaged  in  such  activities]  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  for  parking  meter  maintenance  and  repair  work; 
making  routine  contacts  with  the  general  public  and  other  departmental 
personnel  in  connection  with  parking  meter  repair  and  service  activities; 
preparing  and  reviewing  ordinary  operating  reports  relative  to  parking 
meter  maintenance,  repair  and  installation  activities. 

EXAMPLES  OF  DUTIES: 

1.  Carries  out  continuous  field  inspections  of  work  in  progress  to 
assure  conformance  with  established  procedures  and  instructions:  assures 
that  materials  and  supplies  necessary  to  the  repair  of  parking  meters  are 
available  to  subordinate  personnel. 

2.  Prepares  daily  and  monthly  time  and  fork  reports  for  superiors. 

3.  Inspects  the  installation  and  removal  of  parking  meters. 
U.  Assists  in  the  development  and  advancement  of  subordinates 

through  training  and  effective  use  of  employee  development  program, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  four  years  of  progressively  responsible  experience  in 
the  maintenance  and  repair  of  ordinary  mechanical  devices  and  equipment 
including  one  year  of  supervisory  experience:  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  operation,  maintenance  and  repair  of  simple,  ordinary  mechanical  de- 
vices and  equipment  and  the  use  of  materials  and  tools  necessary  to  the 
maintenance  of  such  equipment;  city  streets  and  parking  meter  locations, 

Requires  ability  to:   plan,  assign  and  supervise  the  work  of  subordin- 
ate personnel;  deal  effectively  and  courteously  with  the  general  public; 
prepare  ordinary  operating  records  and  related  reports, 

Requires  considerable  skill  in  the  use  of  common  hand  tools. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operators 
license . 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion. 

From:   Parking  Me"ter  Serviceman. 


CUSS  TITLE:   POWER  PLANT  FOREMAN  CODE:   72UU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  maintenance,  repair  and  operation 
of  powerhouse  and  substation  machinery  and  equipment  in  the  generation 
and  distribution  of  electrical  power;  maintains  operating  records  and 
reports;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:  interpreting  and  en- 
forcing existing  rules,  regulations,  policies  and  procedures  related 
to  the  operation  of  powerhouses  and  substation  machinery  and  equipment; 
making  occasional  responsible  contacts  with  other  departmental  person- 
nel and  outside  organizations  in  connection  with  operating  and  mainte- 
nance activities;  preparing,  reviewing  and  maintaining  operating  records 
and  reports.  Nature  of  work  requires:  occasional  exposure  to  physical 
and  working  conditions  where  serious  accidents  or  injuries  may  occur; 
occasional  exposure  to  disagreeable  noise  elements. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  powerhouse  and  substations,  both  manual  and  auto- 
matic, to  assure  that  equipment  is  in  proper  working  condition. 

2.  Supervises  operators  and  electricians  engaged  in  the  distribu- 
tion of  electrical  power  and  maintaining  and  repairing  powerhouse  and 
substation  machinery  and  equipment. 

3-   Assigns  duties  to  and  prepares  work  schedules  for  powerhouse 
and  substation  personnel. 

U.   Prepares  daily  time  reports,  posts  daily  log  book  and  records 
all  demand  and  watt-hour  meter  readings  for  compilation  of  power  con- 
sumption data. 

5>.   Prepares  requisitions  for  materials  and  supplies  required. 

6.  May  act  for  the  powerhouse  superintendent  in  his  absence,  or 
as  an  emergency  relief  operator  in  a  powerhouse  or  substation. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  seven  years  of  progressively  responsible 
experience  in  the  operation  and  maintenance  of  electrical  power 
generating  and  distribution  equipment  and  systems,  including  three 
years  of  responsible  supervisory  experience;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  considerable  knowl- 
edge of:  the  operation,  maintenance  and  repair  requirements  of  power 
generating  and  distribution  equipment  and  systems;  the  methods, 
techniques  and  equipment  necessary  to  maintenance  and  operation 
activities. 


CLASS  TITLE:   POWER  PLANT  FOREMAN   (continued)  CODE:   72UU 

Requires  considerable  ability  to:  plan,  assign  and  supervise 
the  activities  of  subordinate  operating  and  maintenance  personnel; 
deal  effectively  and  courteously  with  other  departmental  personnel, 
subordinates  and  the  general  public;  prepare  and  review  detailed 
plant  operating  records  and  reports. 

PROMOTIVE  LINES: 

To:   Power  and  Plant  Superintendent 
Powerhouse  Superintendent 

From:   Senior  Powerhouse  Operator 
Powerhouse  Electrician 


CLASS  TITLE:   SCHOOL  EQUIPMENT  FOREMAN  CODE:   721+5 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  requisitions  and  supervises  the  instal- 
lation and  servicing  of  a  variety  of  school  equipment;  supervises  the 
storage,  delivery  and  installation  of  new  and  refinished  furniture; 
assists  in  the  inspection  of  school  property;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  explaining,  carrying  out  and  enforcing 
existing  methods  and  procedures  relating  to  the  installation,  servicing 
and  maintenance  of  si,;_o  1  equipment;  making  regular  contacts  with  depart- 
mental personnel  in  connection  with  school  equipment  matters;  preparing 
and  maintaining  detailed  inventory  records. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  subordinate  personnel  in 
delivering,  installing  and  adjusting  of  school  furniture  and  a  variety 
of  school  equipment,  including  metal  lockers,  flag  halyards,  locker 
locks  and  fire  prevention  equipment. 

2.  Supervises  the  movement  and  storage  of  school  furniture  and 
related  equipment  to  and  from  schools,  warehouses  and  furniture  re- 
finishing  shops;  requisitions  the  purchase  of  a  variety  of  miscellaneous 
school  equipment  and  materials  such  as  fire  extinguishers,  metal  lockers, 
metal  scaffolds  and  hand  tools;  assists  in  the  annual  ordering  and  pur- 
chasing of  new  school  furniture,  file  cabinets  and  related  equipment. 

3.  Visits  school  district  buildings  to  inspect  furniture  and 
determine  need  for  replacement  of  furnishings;  assists  in  the  inspection 
of  school  property  in  evaluating  damage  due  to  vandalism,  fire  or  other 
serious  incidents. 

h.      Supervises  the  warehousing  of  old  furniture  and  equipment  and 
determines  items  to  be  sold,  destroyed  or  refinished  for  continued  use; 
trains  and  supervises  personnel  in  the  proper  use  of  metal  scaffolding 
for  high  relamping  and  replacement  of  stage  drapes  and  curtains. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  four  years  of  progressively  responsible  and  varied 
experience  in  the  installation,  servicing  and  care  of  a  wide  variety  of 
school  equipment  and  supplies,  including  some  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  the  principles  and  practices  of  installing,  servicing  and  storing 
furniture,  and  a  variety  of  miscellaneous  school  equipment. 

Requires  ability  to:   plan,  organize  and  supervise  the  work  of  a 
crew  of  semi-skilled  employees;  inspect  and  evaluate  the  condition  of 
furnishings  and  equipment  for  repair  or  replacement;  deal  effectively 
and  courteously  with  school  personnel;  maintain  records  and  prepare 
reports. 


CLASS  TITLEs   SCHOOL  EQUIPMENT  FOREMAN  (Continued)        CODE;   ?2li£ 

License;  Requires  possesion  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES; 

To;   No  normal  line  of  promotion 

From:   Furniture  Refinisher 


CLASS  TITLE:   SEWER  REPAIR  GENERAL  FOREMAN  CODE:   72U6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,,  supervises  several  crews  of  skilled  and 
semi-skilled  workers  engaged  in  the  maintenance  and  repair  of  side  and 
main  sewers;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  existing 
sewer  maintenance  and  repair  procedures  and  methods;  making  regular 
contacts  with  the  general  public,  other  departmental  personnel  and 
outside  organizations  relative  to  sewer  maintenance  and  repair  matters; 
preparing  and  reviewing  ordinary  daily  operating  reports . 

EXAMPLE  OF  DUTIES: 

1.  Receives  work  orders  and  assigns  and  schedules  work  of  crews 
engaged  in  the  maintenance  and  repair  of  sewers,  catch  basins  and  other 
sewer  facilities;  requisitions,  issues  and  maintains  records  of  materials, 
tools  and  supplies  received  and  used  in  sewer  maintenance  and  repair 
operations;  reviews  subordinates'  time  records,  records  all  materials 
used  and  work  performed  and  prepares  summary  reports. 

2.  Inspects  maintenance  and  repair  work  in  the  field  to  assure 
conformance  with  instructions  and  departmental  methods  and  procedures. 

3.  Investigates  complaints  of  inoperative  sewers  and  makes 
necessary  reports;  prepares  estimates  of  charges  to  property  owners  for 
the  installation  and  repair  of  side  sewers. 

h.      Estimates  and  orders  appropriate  quantities  of  asphalt  to  re- 
surface street  openings;  assures  that  all  debris  is  removed  from  street 
openings . 

5.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUAIIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
experience  in  underground  construction,  maintenance  and  inspection 
work,  including  at  least  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   sewer  maintenance  and  repair  methods  and  procedures  and  the  equipment 
related  to  such  repairs;  the  existing  sewer  systems. 

Requires  ability  to:   plan,  assign  and  supervise  the  work  of  sub- 
ordinate employees;  work  from  drawings,  plans  and  specifications. 

Requires  skill  in  the  application  of  sewer  maintenance  and  repair 
methods  and  techniques  to  practical  field  problems. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE;   SEWER  REPAIR  GENERAL  FOREMAN  CODE:   72U6 

(Continued) 

PROMOTIVE  LINES: 

To:   Sewer  Repair  Assistant  Superintendent 

From:   Hod  Carrier 

Sewer  Serviceman 


CLASS  TITLE:   SHEET  METAL  WORKER  FOREMAN  CODE:   72li7 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  shop  and  field  activities  of  a  large 
group  of  subordinate  craftsmen  engaged  in  the  fabrication,  installation 
and  repair  of  a  wide  variety  of  sheet  metal  articles  and  equipment;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relating  to  sheet  metal  work  instal- 
lation maintenance  and  repair  operations ;  making  regular  contacts  with 
other  departmental  personnel,  representatives  of  outside  organizations 
and  the  general  public  in  connection  with  sheet  metal  work  activities; 
gathering,  preparing  and  reviewing  records  and  reports  of  time  worked  and 
materials  expended  on  various  work  projects. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  work  of  sheet  metal  workers  in 
field  and  shop  operations . 

2.  Estimates  cost  of  various  jobs. 

3.  Requisitions  materials  and  checks  delivery  of  supplies. 

h.     Inspects  work  in  progress  and  completed  work  to  assure  compliance 
with  instructions  and  established  practices. 

5.  Keeps  time  of  employees  and  makes  required  reports. 

6.  Assures  that  shop  and  shop  equipment  is  maintained  in  a  neat  and 
orderly  fashion. 

7.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  five  years  of  journeyman  level  sheet  metal  working  ex- 
perience, including  one  year  of  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  methods,  techniques,  materials  and  equipment  utilized  in  the  sheet  metal 
working  trade;  hazards  and  safety  precautions  of  the  trade. 

Requires  ability  to:  make  accurate  labor  and  material  cost  estimates; 
prepare  and  maintain  operating  records  and  reports;  plan,  assign  and  super- 
vise the  activities  of  subordinate  personnel;  deal  effectively  and  tactfully 
with  subordinates,  the  general  public  and  outside  organizations. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion, 

From:   Sheet  Metal  Worker. 


CLASS  TITLE:   STEAMFITTER  FOREMAN  CODE:   72l;8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  moderate  size  crew  of  subordinate 
steamfitters  engaged  in  a  variety  of  maintenance  and  repair  projects  at 
various  locations  throughout  the  city;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  methods  and  procedures  relating  to  steamfitting  main- 
tenance and  repair  activities;  making  routine  contacts  with  other  de- 
partmental personnel  in  connection  with  steamfitting  operations;  pre- 
paring time  and  material  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.   Plans,  assigns  and  directs  the  work  of  steamfitters  at  various 
locatio.  ': . 

I.      Estimates  cost  for  various  jobs. 

3.   Requisitions  suppliesanr!  materials  for  various  projects  and 
locations;   checks  deliveries  of  materials  and  supplies  for  conformance 
with  requisitions. 

h.      Keeps  time  of  employees  and  maintains  records  of  work  accom- 
plished and  materials  expended. 

5>.   Inspects  work  in  progress  and  completed  work  to  assure  confor- 
mance with  specifications,  instructions  and  standard  procedures. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  journeyman  level  steamfitting 
experience,  including  two  years  of  supervisory  experience;  or  an 
©•quiv&fhebt  •  .•■  innat,ior  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   codes  and  safety  regulations  relating  to  boilers,  steam  heating 
systems  and  related  equipment;  the  tools,  materials  and  techniques 
used  in  steamfitting. 

Requires  abilit^  r   make  accurate  labor  and  materials  cost 
estimates;  make  and  keep  adequate  operating  reports  and  records;  plan, 
assign  and  supervise  the  work  of  subordinate  personnel. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Steamfitter 


CUSS  TITLE:   AUTOMOTIVE  MECHANIC  FOREMAN  CODE:   721*9 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  on  an  assigned  shift,  supervises  a  large  group  of 
skilled  mechanical  craftsmen  and  servicemen  engaged  in  the  maintenance, 
repair,  overhaul  and  servicing  of  a  wide  variety  of  automotive  equipment: 
and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:  interpreting,  explaining 
and  enforcing  existing  maintenance,  repair  and  service  methods  and 
procedures;  making  contacts  with  other  departmental  personnel  or  outside 
organizations  in  connection  with  maintenance  and  repair  activities; 
gathering,  preparing  and  maintaining  vehicle  and  shop  operating  reports 
and  records, 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  inspects  the  maintenance,  repair  and  overhaul 
of  a  variety  of  automotive  equipment,  including  gas  and  diesel  buses, 
passenger  cars,  trucks  and  fire  apparatus;  establishes  priority  for  the 
various  maintenance,  repair  and  overhaul  jobs  to  assure  certain  types 
of  equipment  are  available  when  needed. 

2.  Advises  and  assists  subordinates  in  diagnosing  malfunctions  in 
automotive  equipment. 

3.  Reviews  and  inspects  work  in  progress  and  completed  jobs  to 
assure  conformance  to  instructions  and  standard  shop  procedures. 

U.   Inspects  shop  facilities  and  assures  that  plant  machinery 
and  equipment  are  maintained  in  a  neat  and  orderly  fashion;  inspects 
all  shop  activities  to  assure  conformance  with  proper  safety  standards. 

5.  Requisitions  supplies  and  materials  necessary  to  the  mainte- 
nance, repair  and  servicing  of  vehicles, 

6.  Prepares  cost  estimates  for  the  repair  of  vehicles  involve 
accidents,  and  other  damaged  equipment;  receives  emergency  calls  and 
dispatches  repair  crews. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
mechanical  experience  in  the  maintenance,  repair  and  overhaul  of  a 
wide  variety  of  automotive  equipment,  including  one  year  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  working 
knowledge  of:  the  methods,  machinery,  tools  and  equipment  used  in  the 
maintenance,  repair,  overhaul  and  adjustment  of  automotive  equipment; 
the  operating  requirements  and  preventative  maintenance  practices 
and  methods  of  automotive  equipment. 


CLASS  TITLE:   AUTOMOTIVE  MECHANIC  FOREMAN  CODE:  72k9 

(continued) 

Requires  considerable  ability  to:  diagnose  malfunctions  in 
automotive  equipment  and  machinery;  determine  necessary  repairs;  make 
time  and  material  cost  estimates;  prepare  and  maintain  shop  operating 
records  and  reports;  requires  supervisory  ability. 

Requires  considerable  skill  in  the  application  of  automotive 
maintenance  and  repair  techniques  to  practical  shop  problems. 

License:   Requires  possession  of  a  valid  state  chauffeur's 
license. 

PROMOTIVE  LINES: 

To:   Automotive  Transit  Shop  Foreman 

Automotive  Mechanic  General  Foreman 

From:  Automotive  Mechanic  Sub-Foreman 


CLASS  TITLE:  UTILITY  FOREMAN  CODE:   72$0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  organizing,  planning 
and  directing  the  activities  of  a  number  of  skilled  and  semi-skilled 
workers  engaged  in  performing  a  wide  variety  of  maintenance  operations 
on  water  supply  and  distribution  lines  and  facilities,  including  over- 
all care  and  maintenance  of  watershed  and  reservoir  properties;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforc- 
ing existing  policies  and  methods  applicable  to  a  wide  variety  of 
waterworks  projects,  their  maintenance  and  operations;  achieving  con- 
siderable economies  and/or  preventing  considerable  losses  through 
efficient  organization  planning  and  supervision  of  the  use  and  handling 
of  equipment,  personnel,  materials  and  supplies;  making  occasional 
responsible  contacts  with  the  general  public,  other  departments  and 
important  persons  outside  of  the  regular  organization  for  the  purpose 
of  furnishing  or  obtaining  information;  gathering,  checking  and  review- 
ing operational  and  personnel  records  of  time  and  work  performance. 
Nature  of  work  involves  considerable  physical  effort,  standing  and  walk- 
ing, including  manual  effort  and  dexterity  with  frequent  exposure  to 
accident  and  health  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  group  of  workers  engaged  in  performing  various 
skilled  operations  normally  performed  by  utility  plumbers,  welders, 
carpenters,  and  others  engaged  in  laying  water  supply  and  distribution 
lines  and  installing  appurtenant  valves,  meters  and  fittings. 

2.  Supervises  groups  of  skilled  and  semi-skilled  workers  in 
making  repairs  to  and  painting  buildings,  structures  and  appurtenances; 
also  to  wooden  trestles  and  bridges,  road  culverts;  supervises  repair 

of  large  diameter  pipe  line  surfaces,  including  preparation  for  painting 
and  the  application  of  protective  coatings. 

3.  Keeps  accurate  records  of  time  and  work  performed,  equipment 
and  materials  used  or  recovered,  and  exact  locations  of  installations. 

U.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  high  school, 
supplemented  by  at  least  eight  years  of  experience  in  general  water- 
works construction  and  maintenance  work,  at  least  three  years  of  which 
shall  have  been  in  the  capacity  of  a  utility  plumber;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:  UTILITY  FOREMAN  (Continued)  CODE:   72^0 

Knowledge,  Abilities  and  Skills:  Requires  a  broad  working  know- 
ledge of:  various  waterworks  construction  and  maintenance  operations 
as  related  to  a  wide  variety  of  water  supply  and  distribution  activities; 
system  locations  and  facilities,  both  in  the  outlying  watersheds  and 
local  distribution  districts. 

Requires  supervisory  skill  and  ability  to  efficiently  organize  and 
direct  groups  of  workers  in  a  wide  variety  of  maintenance  projects  and 
operations. 

PROMOTIVE  LINES: 

To:  Utility  General  Foreman 

From:  Water  Construction  and  Maintenance  Laborer 
General  Laborer  Sub -Foreman 


CLASS  TITLE:   TRACKMAN  FOREMAN  CODE:   72^1 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  semi-skilled  repair  work 
in  connection  with  the  maintenance  and  repair  of  cable  car  and  elec- 
-tric  railway  tracks  and  related  equipment;  exercises  work  direction 
over  a  crew  of  subordinate  personnel  engaged  in  such  work;  and  per- 
forms related  duties  as  required. 

Nature  of  work  requires:  some  physical  effort  and  dexterous 
use  of  the  fingers,  limbs  and  body;  continuous  exposure  to  physical 
and  working  conditions  where  minor  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  replacement  of  carrier  crown  machinery  and 
curve  pulleys;  supervises  the  replacement  and  alignment  of  de- 
pression beams;  inspects  cable  line  equipment  and  facilities  for 
proper  operation  and  maintenance. 

2.  Assures  all  necessary  greasing  and  lubrication  is  performed 
as  required;  supervises  and  participates  in  the  routine  repair  and 
maintenance  of  cables  and  the  cleaning  of  line  pits  and  channels. 

3.  Supervises  the  replacing  of  worn  ties,  spreading  ballast, 
spiking  ties  and  plates,  leveling  and  aligning  rails. 

U.  Maintains  time  records  of  assigned  crew. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  experience  in  general  laboring 
work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  knowledge  of:  the 
methods  and  techniques  commonly  used  in  a  variety  of  maintenance 
and  repair  operations;  the  uses  and  operating  characteristics  of  a 
variety  of  automotive  equipment. 

Requires  ability  to:  understand  and  follow  oral  and  written 
instructions;  maintain  simple  records  and  reports  of  work  accomplished. 

Requires  skill  in  the  use  of  general  laboring  tools  and  equipment. 

PROMOTIVE  LINES: 

To:   Trackman  General  Foreman 
From :  Trackman 


I 


CLASS  TITLE:   CHIEF  SEWAGE  PLANT  OPERATOR  CODE:   72^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  supervising  the  activi- 
ties of  subordinate  personnel  engaged  in  the  operation,  maintenance  and 
repair  of  all  mechanical  and  electrical  machinery  and  equipment  in  a 
large  sewage  treatment  plant;  participates  in  plant  operational  planning; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  plant  operation  methods  and  processes;  assisting  in  develop- 
ing new  plant  operation  procedures;  making  regular  contacts  with  subor- 
dinate and  superior  plant  personnel  relative  to  plant  operation  methods 
and  procedures;  reviewing  and  summarizing  operation  logs  and  preparing 
related  reports.  Nature  of  work  requires  intermittent  exposure  to  raw 
sewage  in  connection  with  plant  operation  and  maintenance  responsibility. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  schedules  the  work  assignments  of  subordinate 
operating  and  maintenance  personnel. 

2.  Plans  and  supervises  a  comprehensive  preventive  maintenance  pro- 
gram covering  all  aspects  of  the  sewage  treatment  plant;  reviews  all 
plant  operating  logs  and  prepares  monthly  summary  operational  reports. 

3.  Maintains  materials  and  supplies  inventory  and  prepares  re- 
quisitions for  needed  materials  and  supplies. 

U.  Prepares  cost  estimates  for  maintenance  and  repair  projects. 

5.  Makes  recommendations  in  connection  with  plant  modification  and 
alterations  both  to  the  physical  plant  and  related  machinery  and  equipment, 

6.  May  review  plant  modification  plans  prepared  by  others  and  make 
recommendations  to  superiors  on  same. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supp- 
lemented by  at  least  eight  years  of  progressively  responsible  experience 
in  the  operation,  maintenance  and  repair  of  a  wide  variety  of  mechanical 
and  electrical  motors,  pumps,  switches  and  related  automatic  auxiliary- 
equipment,  including  four  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  machinery,  equipment  and  operation  of  a  large  sewage  treatment 
plant;  the  chemical  processes  and  operational  maintenance  problems  of 
sewage  treatment  plants. 

Requires  ability  to:  plan,  assign,  advise  and  inspect  the  work  of 
subordinate  operating  personnel;  maintain  records  and  prepare  operating 
reports;  deal  effectively  and  courteously  with  departmental  personnel. 


CLASS  TITLE:    CHIEF  SEWAGE  PLANT  OPERATOR  CODE:   7 2 £2 

(continued) 

PROMOTIVE  LINES: 

To:   Sewage  Treatment  Plant  Superintendent 

From:   Senior  Sewage  Plant  Operator 


CLASS  TITLE:   ELECTRICAL  TRANSIT  MECHANIC  FOREMAN  CODE:   7253 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  on  an  assigned  shift,  supervises  a  group  of 
mechanical  craftsmen  and  servicemen  engaged  in  the  maintenance,  repair 
and  servicing  of  electrical  transit  equipment;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  interpreting,  explaining  and  en- 
forcing existing  maintenance,  repair  and  service  methods  and  procedures 
relating  to  electrical  transit  equipment]  making  contacts  with  other 
departmental  personnel  or  outside  organizations  in  connection  with 
maintenance  and  repair  activities;  gathering,  preparing  and  maintaining 
vehicle  and  shop  operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  inspects  maintenance,  repair  and  servicing  of 
street  cars,  trolley  coaches  and  cable  cars;  establishes  priorities  for 
the  various  maintenance,  repair  and  overhaul  jobs  to  assure  that  cer- 
tain types  of  equipment  are  available  when  needed;  inspects  shop 
equipment  and  facilities. 

2.  Advises  and  instructs  subordinates  in  diagnosing  malfunctions 
in  electrical  transit  equipment. 

3.  Reviews  and  inspects  work  in  progress  and  completed  jobs  to 
assure  conformance  with  instructions  and  standard  shop  procedures. 

U.   Orders  materials  and  supplies  for  maintenance,  repair  and 
servicing  activities  as  needed. 

5.  Prepares  cost  estimates  of  vehicles  involved  in  accidents; 
prepares  material  and  cost  estimates  on  damaged  equipment. 

6.  Receives  emergency  calls  and  dispatches  repair  crews. 

7.  Assists  in  the  development  and  advancement  of subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
mechanical  experience  in  the  maintenance  and  repair  of  a  wide  variety 
of  electrical  transit  equipment,  including  one  year  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  working 
knowledge  of:  the  methods,  machinery,  tools  and  equipment  used  in  the 
maintenance  and  repair  of  electric  transit  equipment;  the  operating 
requirements  and  preventive  maintenance  practices  and  methods  govern- 
ing electrical  transit  equipment;  electrical  theory,  testing  and 
inspection. 

Requires  considerable  ability  tos  diagnose  malfunctions  in 
electrical  transit  equipment  and  machinery  and  determine  necessary 
repair  requirements;  make  time  and  material  cost  estimates;  prepare 
and  maintain  shop  and  operating  records  and  reports;  supervise  the 
work  of  subordinate  craftsmen. 


CLASS  TITLE:   ELECTRICAL  TRANSIT  MECHANIC  FOREMAN  CODE:   7253 

(continued) 

Requires  considerable  skill  in  the  application  of  electrical 
transit  vehicle  inspection,  maintenance  and  repair  techniques  to 
difficult  and  complex  shop  problems. 

PROMOTIVE  LINES: 

To:  Electrical  Transit  Shop  Foreman 

From:   Electrical  Transit  Mechanic  Sub-Foreman 


CLASS  TITLE:   AUTOMOTIVE  MACHINIST  FOREMAN  CODE:   725U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  group  of  skilled  automotive  machinists 
in  connection  with  the  major  overhaul  and  reconditioning  of  all  types  of 
automotive  engines;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  enforcing 
existing  methods  and  procedures  related  to  automotive  machine  shop 
maintenance  and  repair  activities;  making  routine  contacts  with  other 
departmental  personnel  in  connection  with  machine  shop  activities; 
gathering  and  preparing  machine  shop  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out  and  supervises  the  work  of  subordinate  automotive 
machinists  engaged  in  the  major  overhaul,  reconditioning  and  repair  of 
engines  and  other  component  parts  of  automotive  vehicles. 

2.  Inspects  and  reviews  work  in  progress  and  completed  work  to 
assure  conformance  with  instructions  and  standard  machine  shop  practices. 

3.  Inspects  shop  equipment,  machinery  and  facilities  to  assure 
proper  maintenance  and  cleanliness. 

U.   Prepares  drawings  and  sketches  in  connection  with  the  fabrica- 
tion of  tools  and  safety  devices  for  machine  shop  use,  as  necessary. 

5.  Requisitions,  distributes  and  accounts  for  machine  shop 
materials,  supplies  and  tools;  inspects  materials  and  supplies  received 
in  shop  to  assure  proper  quality  and  quantity. 

6.  Keeps  employees'  time  cards  and  related  reports. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  journeyman  level  automotive  machinist 
experience,  including  one  year  of  supervisory  experience;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  working 
knowledge  of:   the  principles,  methods,  materials,  tools  and  equipment 
used  in  machine  shop  work;  various  metals  and  their  characteristics  and 
methods  of  cutting  and  machining  them;  machine  shop  safety  devices  and 
precautions . 

Requires  considerable  ability  to:   plan,  assign  and  supervise  the 
activities  of  subordinate  craftsmen;  maintain  shop  operating  records 
and  prepare  related  reports;  prepare  drawings  and  sketches  in  connection 
with  machine  shop  work. 

PROMOTIVE  LINES: 

To:   Automotive  Transit  Equipment  Supervisor 

From:   Automotive  Machinist 


CLASS  TITLE:  POWER  HOUSE  ELECTRICIAN  FOREMAN  CODE:   72^5 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  maintenance,  repair  and  operation 
of  power  house  and  sub-station  machinery  and  equipment  used  in  the  dis- 
tribution of  electrical  power  for  the  municipal  transit  system;  maintains 
operating  records  and  reports;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:  carrying  out,  interpret- 
ing and  enforcing  existing  rules,  regulations,  policies  and  procedures 
related  to  the  operation  of  power  house  and  sub-station  machinery  and 
equipment  for  the  municipal  transit  system;  making  responsible  contacts 
with  other  departmental  personnel  and  outside  organizations  in  connec- 
tion with  operating  activities;  preparing,  reviewing  and  maintaining 
operating  records  and  reports.  Nature  of  work  requires:   exposure  to 
disagreeable  noise  elements  and  occasional  exposure  to  physical  and 
working  conditions  where  serious  accidents  or  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  subordinate  power  house  operators  and  skilled  elec- 
trical craftsmen  engaged  in  the  operation,  maintenance  and  repair  of 
power  house  and  sub-station  machinery  and  equipment, 

2.  Inspects  power  house  and  manual  and  automatic  sub-stations  to 
assure  that  equipment  is  in  proper  working  condition. 

3.  Assigns  duties  to  and  prepares  work  schedules  for  p"  wer  house 
and  sub-station  personnel. 

U.  Prepares  daily  time  reports,  posts  daily  log  book,  and  records 
all  demand  and  watt-hour  meter  readings  for  compilation  of  power  consump- 
tion data. 

5.  Prepares  requisitions  for  materials  and  supplies  required. 

6.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  seven  years  of  progressively  responsible  experience 
in  the  operation  and  maintenance  of  electrical  power  distribution  equip- 
ment and  systems,  including  three  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  operation,  maintenance  and  repair  requirements  of  power  dis- 
tribution equipment  and  systems;  the  methods,  techniques  and  equiprent 
necessary  to  maintenance  and  operation  activities. 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
activities  of  subordinate  operating  and  maintenance  personnel;  deal 
effectively  and  courteously  with  other  departmental  personnel,  subordi- 
nates and  the  general  public;  prepare  and  review  detailed  plant  operating 
records  and  reports. 

PROMOTIVE  LIMES: 

To:  Power  and  Plant  Superintendent 


CLASS  TITLE:   ELECTRIC  MOTOR  MECHANIC  FOREMAN  CODE:   7256 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  and  participates  in  skilled 
electrical  work  in  the  maintenance  and  repair  of  electric  motors,  generators, 
starters  and  similar  electrical  equipment;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  maintenance  and  repair  of  electrical 
equipment;  making  occasional  contacts  with  other  departmental  personnel 
in  connection  with  electrical  maintenance  and  repair  activities;  preparing 
routine  reports  on  time  and  materials  used  on  maintenance  and  repair  pro- 
jects. Nature  of  work  requires:   some  physical  effort  and  dexterity  in 
the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical  and 
working  conditions  where  minor  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  repair  and  overhauling  of  a  wide  variety  of  elec- 
trical motors,  starters,  generators,  electric  controls  and  equipment; 
inspects  completed  work  to  assure  conformance  with  instructions,  safety 
requirements  and  workmanship. 

2.  Operates  and  supervises  the  operation  and  care  of  a  variety  of 
shop  tools  and  equipment  used  in  the  repair  and  overhauling  of  electric 
motors  and  equipment. 

3.  Prepares  and  maintains  time  and  cost  records  of  the  various  jobs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  four  years  of  journeyman  level  experience  in  the  overhauling 
and  repairing  of  electric  motors,  starters,  generators  and  similar  types 
of  equipment,  including  some  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  fundamentals  of  electricity;  the  methods  and  techniques  utilized 
in  the  repair  of  electrical  motors,  starters,  generators  and  similar  equip- 
ment; the  tools,  machines  and  equipment  utilized  in  electrical  repair  work. 

Requires  ability  to:   assign  and  instruct  subordinate  personnel; 
analyze  and  determine  malfunctions  of  electrical  equipment  and  carry  out 
proper  corrective  measures. 

Requires  considerable  skill  in  the  use  of  tools  and  equipment  neces- 
sary to  the  repair  of  motors,  starters,  generators  and  similar  types  of 
electrical  equipment, 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Electric  Motor  Mechanic 


GLASS  TITLE:   ALARM  AND  SIGNAL  SYSTEMS  GENERAL  FOREMAN      CODE:   72?0 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  maintenance,  repair 
and  operation  of  the  municipal  fire  alarm  system,  traffic  signal  system, 
police  telephone  and  telegraph  systems  and  air  raid  warning  systems; 
plans,  assigns  and  directs  the  activities  of  a  large  group  of  subordinate 
personnel  engaged  in  such  -work;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  interpret- 
ing and  coordinating  existing  methods  and  procedures  in  connection  with 
maintenance,  repair  and  operation  activities;  making  regular  important 
contacts  with  the  general  public,  other  departmental  personnel  and 
outside  organizations  in  connection  with  maintenance  and  repair 
activities;  preparing,  checking  and  reviewing  detailed  operational  and 
maintenance  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Lays  out,  assigns  and  directs  the  work  involved  in  the  con- 
struction, operation,  repair  and  maintenance  of  electrical  alarm  and 
signal  systems;  designs  and  prepares  specifications  for  new  alarm  and 
signal  systems  equipment. 

2.  Makes  field  inspections  of  various  crews  performing  mainte- 
nance and  repair  work  to  assure  acceptable  quantity  of  workmanship, 
satisfactory  work  progress  and  conformance  with  instructions  and  plans. 

3.  Reviews  and  approves  daily  time  and  work  reports;  prepares 
annual  budget  requirements  for  electrical  maintenance  and  repair  work; 
reviews  and  approves  requisitions  for  the  purchase  cf  supplies  and 
materials  for  electrical  maintenance  and  construction  activities. 

1±.  Reviews  requests  for  various  permits  to  assure  that  the 
issuance  of  such  permits  will  not  have  adverse  effects  on  communica- 
tion signal  systems. 

5.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  the  installation,  operation  and  maintenance  of  com- 
munication and  signal  systems,  including  four  years  of  responsible 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles,  operational  and  maintenance  requirements  of 
communications  and  signal  systems  and  the  materials,  process  and  tools 
necessary  to  maintenance  and  repair  of  such  systems j  existing  laws, 
rules  and  ordinances  pertaining  to  fire  alarm,  and  emergency  commun- 
ications systems. 


CLASS  TITLE:  ALARM  AND  SIGNAL  SYSTEMS  GENERAL  FOREMAN     CODE:   7270 
(continued) 

Requires  considerable  ability  to:  plan,  organize  and  direct  the 
activities  of  subordinate  personnel;  deal  effectively  and  courteously 
with  the  general  public;  exercise  good  judgment  in  evaluating 
maintenance,  repair  and  emergency  problems  and  take  corrective  action; 
maintain  operational  records  and  prepare  and  review  technical  reports. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:   Superintendent  of  Electricity 

From:  Maintenance  Electrician  General  Foreman 


CLASS  TITLE:   CARPENTER  GENERAL  FOREMAN  CODE:   72?2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans  and  directs  the  work  of  several  crews 
of  carpenters  assigned  to  various  locations  and  projects;  reviews  and 
prepares  formal  job  estimates  and  daily  work  assignments;  makes  required 
reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relative  to  maintenance  and  repair 
activities;  making  occasional  responsible  contacts  with  other  depart- 
mental personnel,  outside  organizations  and  the  general  public,  in 
connection  with  maintenance  and  repair  work;  gathering,  preparing  and 
maintaining  ordinary  records  and  reports  of  time  worked  and  materials 
expended  on  various  projects. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  coordinates  the  work  of  carpenters  and 
other  allied  crafts  in  field  and  shop  activities. 

2.  Reviews  and  prepares  formal  and  informal  job  estimates  from 
plans  and  specifications  developed  by  the  bureau  of  architecture. 

3.  Orders  all  materials  and  supplies  for  shop  and  field  opera- 
tions . 

1;.  Reviews  and  prepares  daily  work  assignments  and  keeps 
personnel  records. 

%.     Inspects  completed  work  of  carpenters  on  assigned  jobs, 
either  in  the  field  or  shop. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  journeyman  level  carpentry 
experience,  including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  building  codes,  department  rules,  regulations  and  policies;  the 
tools,  materials  and  equipment  used  in  building  maintenance  and  repair 
work;  the  occupational  hazards  and  safety  precautions  of  the  carpentry 
trade . 

Requires  considerable  ability  to:  plan,  organize,  assign, 
supervise  and  inspect  the  work  of  subordinate  employees;  Interpret 
rules,  regulations  and  codes;  make  cost  estimates;  keep  records  and 
prepare  reports. 

PROMOTIVE  LINES: 

To:  Assistant  Superintendent  of  Maintenance  and  Repair  of  Public 
Buildings 

From:   Carpenter  Foreman 


CLASS  TITLE:   LINEMAN  GENERAL  FOREMAN  CODE:   ?2?U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  the  activities  of  several  field 
crews  engaged  in  the  construction,  maintenance  and  repair  of  overhead 
and  underground  police,  fire,  traffic  signal  and  transit  power  trans- 
mission systems;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and 
carrying  out  existing  methods  and  procedures  relative  to  the  maintenance 
and  repair  of  communication,  traffic  signal  and  transit  power  trans- 
mission systems;  making  regular  contacts  with  other  departmental  personnel 
and  the  general  public  in  connection  with  construction,  maintenance  and 
repair  activities;  preparing,  checking  and  reviewing  time,  material  and 
work  performance  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  inspects  the  activities  of  subordinate 
foremen  and  their  crews  in  the  installation,  maintenance  and  repair  of 
overhead  and  underground  communication,  traffic  signal  and  transit  power 
transmission  systems  and  equipment;  coordinates  work  projects  with 
utilities  and  departments  involved. 

2.  Makes  field  inspections  of  work  in  progress  to  assure  conformance 
with  instructions  and  prescribed  safety  practices  and  methods. 

3.  Prepares  time  and  material  cost  estimates  for  various  work 
projects;  makes  field  surveys  and  preliminary  estimates  and  plans  for 
•system  modifications. 

U.   Requisitions  materials  and  supplies  and  assures  that  such 
materials  and  supplies  conform  with  acceptable  standards. 

5.  Assures  that  field  crews  are  adequately  supplied  with  necessary 
materials,  tools  and  equipment  to  complete  their  various  assignments. 

6.  Prepares  and  supervises  the  preparation  of  material  cost  and 
time  records  and  reports. 

7 .  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  journeyman  level  experience  in  the 
construction,  maintenance  and  repair  of  overhead  and  underground  fire 
alarm,  police  communication,  traffic  signal  or  transit  power  trans- 
mission systems  and  equipment,  including  three  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   overhead  and  underground  fire  alarm,  police  communication,  traffic 
signal  or  transit  power  transmission  system  operation,  construction  and 
maintenance  methods  and  techniques  and  the  tools  and  equipment  neces- 
sary to  their  proper  maintenance  and  repair;  electrical  theory  and 
practices,  particularly  as  applied  to  the  systems  involved. 


CLASS  TITLE:   LINEMAN  GENERAL  FOREMAN  (continued)  CODE:   72?i| 

Requires  considerable  ability  to:   plan,  assign,  supervise  and  inspect 
the  work  of  subordinate  employees;  read  and  interpret  plans,  drawings  and 
specifications;  analyze  and  determine  the  tools,  materials,  personnel  and 
equipment  required  for  work  projects. 

Requires  considerable  skill  in  the  application  of  electrical  princi- 
ples and  theory  to  practical  maintenance  and  repair  problems. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Lineman  Foreman 


CLASS  TITLE:  MACHINE  SHOP  AND  PARKING  METER  REPAIR        CODE:   7275 
GENERAL  FOREMAN 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  manufacture  and  mechanical 
maintenance  and  repair  of  fire  alarm  instruments  and  equipment ,  traffic 
signal  installations,  police  communication  equipment  and  parking  meters; 
plans,  assigns  and  supervises  the  activities  of  a  large  group  of  skilled 
and  semi-skilled  personnel  engaged  in  such  activities;  and  performs  re- 
lated duties  as  required. 

Requires  ccisiderable  responsibility  for:   interpreting,  enforcing 
and  carrying  out  existing  methods  and  procedures  relative  to  maintenance 
and  repair  functions;  making  regular  contacts  with  the  general  public, 
other  departmental  personnel  and  outside  organizations  in  collection  with 
maintenance  and  repair  activities;  preparing,  checking  and  reviewing 
ordinary  operation  and  inspection  reports  and  the  preparing  of  related 
records . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  machine  shop  and  instrument  making  functions  including 
the  complete  overhaul  of  parking  meter  mechanisms  and  the  repair  and  con- 
version of  communication  equipment;  supervises  the  painting  of  fire  alarm, 
police  communication  and  traffic  signal  equipment,  parking  meters  and  air 
raid  sirens;  supervises  the  assignment  and  minor  maintenance  of  all  vehi- 
cular and  construction  equipment. 

2.  Confers  and  corresponds  with  suppliers  relative  to  materials, 
supplies  and  equipment  utilized  in  maintenance  and  repair  activities. 

3.  Supervises  the  maintenance  of  parking  meter  office  records  and 
location  maps. 

h-     Requisitions  and  checks  delivery  of  material  and  supplies  and 
maintains  time  and  production  records. 

5.  Prepares  annual  budget  requests  for  materials,  supplies  and  equip- 
ment for  machine  shop  and  field  operations. 

6.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  five  years  of  journeyman  level  experience  as  a  machinist 
or  instrument  maker,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
machine  shop  tools  and  equipment,  materials  and  practices;  the  properties 
and  use  of  various  types  of  materials;  modern  office  methods  and  techniques. 


CLASS  TITLE:  MACHINE  SHOP  AND  PARKING  METER  REPAIR        CODE:   7275 
GENERAL  FOREMAN  (continued) 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
work  of  subordinate  personnel;  review  and  analyze  drawings,  sketches  and 
plans;  maintain  operating  records  and  prepare  related  reports. 

Requires  a  high  degree  of  skill  in  the  use  of  machine  shop  tools, 
equipment  and  materials. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tors license. 

PROMOTIVE  LINES: 

To:  Alarm  and  Signal"  Systems  General  Foreman. 

From:      Machinist  Fori 

Instrument  Maker  Foreman. 


CLASS  TITLE:   ELECTRICIAN  GENERAL  FOREMAN  CODE;   7276 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  maintenance, 
repair  and  alteration  of  a  wide  variety  of  electrical  systems,  machinery 
and  equipment;  supervises  a  small  number  of  electrical  crews  engaged  in 
such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  enforcing 
existing  methods  and  procedures  relating  to  electrical  maintenance  and 
repair  installation  activities;  making  regular  contacts  with  other  depart- 
mental personnel  and  agencies  in  connection  with  electrical  maintenance 
and  repair  activities;  preparing,  checking  and  reviewing  reports  on  oper- 
ating materials  and  time  expended  on  electrical  projects. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  directs  and  inspects  the  work  of  subordinate  foreman 
and  electricians  in  the  installation,  maintenance  and  repair  of  a  wide 
variety  of  electrical  equipment  and  installations. 

2.  Coordinates  electrical  phases  of  work  projects  with  other  crafts 
which  might  be  involved. 

3.  Makes,  checks  and  reviews  materials  and  time  estimates  for  various 
jobs. 

U.  Prices  requisitions  and  checks  the  quality  of  electrical  materials 
and  supplies . 

5.  Personally  inspects  completed  jobs  for  conformance  with  instruc- 
tions, quality  of  workmanship  and  safety  requirements  before  closing  out 
such  jobs. 

6.  Prepares  and  supervises  the  preparation  of  time  reports  and  the 
allocation  of  time  and  material  costs  of  various  jobs. 

7.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  six  years  of  journeyman  level  experience  in  electrical  mainte- 
nance, installation  and  repair  work,  including  two  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
electrical  equipment  and  installations  and  the  maintenance  and  repair 
requirements  of  such  installations;  electrical  testing  equipment  and 
electrical  materials  and  supplies  and  their  uses;  the  existing  codes,  laws 
and  ordinances  applicable  to  electrical  maintenance  and  repair  work. 

Requires  considerable  ability  to:   plan,  assign  and  direct  the  activ- 
ities of  subordinate  employees;  prepare  and  interpret  plans,  drawings  and 
wiring  diagrams;  make  materials,  supplies  and  cost  estimates  for  electrical 
projects;  prepare  and  review  records  and  reports  of  work  accomplished  and 
time  expended. 


CLASS  TITLE:   ELECTRICIAN  GENERAL  FOREMAN  (continued)      CODE:   7276 

Requires  considerable  skill  in  the  application  of  electrical  mainte- 
nance, repair  and  installation  methods  and  techniques  to  practical  field 
and  shop  problems. 

PROMOTIVE  LINES: 

To:  Electrical  Maintenance  and  Construction  Superintendent 

From:   Electrician  Foreman 


CLASS  TITLE:  MOTORIZED  EQUIPMENT  CODE:   7277 

MECHANIC  GENERAL  FOREMAN 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  directs  the  activities  of  subordinate  supervisory 
and  various  skilled  mechanical  and  other  craftsmen  and  helpers  in  con- 
nection with  the  overhaul,  maintenance  and  repair  of  a  variety  of 
automotive  vehicles,  motorized  machinery  and  equipment;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:  interpreting,  coordinating 
and  assisting  in  developing  methods  and  procedures  relative  to  the 
maintenance  and  repair  of  automotive  vehicles,  motorized  machinery 
and  equipment  units;  making  regular  contacts  with  other  departmental 
personnel  and  representatives  of  outside  organizations  in  connection 
with  maintenance  and  repair  activities;  preparing,  checking  and  re- 
viewing shop  operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  lays  out,  supervises  and  inspects  the  work  of  foremen, 
mechanics,  machinists,  blacksmiths,  metal  workers,  painters  and  other 
craftsmen  engaged  in  the  complete  overhaul,  maintenance  and  repair  of 
light  and  heavy  duty  motorized  equipment  and  machinery,  such  as 
passenger  cars,  trucks,  fire  apparatus,  diesel  units,  road  machines, 
earth  moving  and  marine  equipment,  including  attached  appurtenant 
devices  and  component  parts. 

2.  Establishes  job  priorities  and  prepares  work  schedules  in 
connection  with  various  shop  operations. 

3.  Requisitions  materials,  parts  and  equipment  for  various  shop 
operations  and  assures  that  adequate  inventory  of  such  are  readily 
available;  inspects  materials,  supplies  and  parts  received  to  assure 
conformance  with  items  requisitioned. 

U.   Inspects  shop  work  in  progress  and  on  completion  to  assure 
conformance  with  instructions  and  standard  overhaul,  maintenance 
and  repair  procedures. 

5.  Prepares  and  supervises  the  preparation  of  cost,  material  and 
time  records  and  reports;  makes  estimates  for  new  construction  and 
major  jobs  that  are  to  be  sent  out  for  repairs. 

6.  Inspects  shop  equipment,  machinery  and  tools;  assures  that 
shops  are  maintained  in  a  clean  and  orderly  condition. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  journeyman  level  experience 
in  the  maintenance,  repair  and  overhaul  of  automotive  vehicles, 
motorized  machinery  and  equipment,  including  two  years  of  responsi- 
ble supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:   MOTORIZED  EQUIPMENT  CODE:   7277 

MECHANIC  GENERAL  FOREMAN    (continued) 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  methods,  materials,  machinery,  tools  and  equipment  used  in  the 
overhaul,  maintenance,  repair  and  adjustment  of  a  wide  variety  of 
automotive  vehicles  and  motorized  machinery  and  equipment;  the  operat- 
ing and  preventative  maintenance  requirements  of  such  equipment;  the 
various  shop  crafts  involved  in  complete  overhaul,  maintenance  and 
repair  work. 

Requires  outstanding  ability  to:  plan,  assign,  coordinate  and 
inspect  the  activities  of  subordinate  supervisory  and  mechanical 
personnel;  make  time  and  material  cost  estimates  and  maintain  shop 
operating  records  and  reports. 

Requires  outstanding  skill  in  the  application  of  automotive  equip- 
ment maintenance  and  repair  techniques  to  complex  shop  problems. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   City  Shops  General  Superintendent 

From:  Motorized  Equipment  Mechanic  Foreman 
Machinist  Foreman 
Instrument  Maker  Foreman 
Automotive  Mechanic  Foreman 


CLASS  TITLE:   PAINTER  GENERAL  FOREMAN  CODE:   7278 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans,  assigns  and  directs  the  activities  of 
several  groups  of  painters  engaged  in  the  exterior  and  interior  painting 
of  a  variety  of  building  structures  and  equipment;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  coordinat- 
ing existing  methods  and  procedures  relative  to  painting  operations; 
making  regular  contacts  with  other  departmental  personnel,  outside 
organizations  and  the  general  public  in  connection  with  painting  acti- 
vities; preparing,  checking  and  reviewing  time  and  material  cost  reports 
and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  coordinates  a  variety  of  painting  projects 
at  various  locations  and  the  operation  of  a  centralized  paint  shop; 
assigns  personnel  to  traffic  painting  activities. 

2.  Prepares  and  reviews  cost  estimates  for  various  painting  pro- 
jects; requisitions  painting  materials,  supplies  and  equipment  and 
supervises  the  proper  maintenance  and  storage  of  same. 

3.  Makes  field  inspections  of  various  projects  in  progress  and  on 
completion  to  assure  compliance  with  instructions  and  existing  standards, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  journeyman  level  painting  ex- 
perience, including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   existing  codes,  regulations  and  specifications  pertaining  to 
painting  activities;  tools,  materials  and  techniques  of  the  painting 
trade;  properties  of  various  types  of  paint  and  their  application  to  a 
variety  of  surfaces. 

Requires  considerable  ability  to:   plan,  assign  and  supervise  the 
activities  of  subordinate  personnel;  deal  effectively  and  courteously 
with  other  employees  and  the  general  public;  prepare  and  maintain 
operating  records  and  reports . 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Painter  Foreman 


CLASS  TITLE:   SERVICE  AND  METERS  GENERAL  FOREMAN  CODE:   7279 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  has  responsible  charge  of  the  activities  and 
personnel  of  the  services  and  meters  section  of  the  city  water  distribu- 
tion division;  plans  and  supervises  the  installation,  renewal,  mainten- 
ance and  repair  of  all  consumer  water  services;  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  developing, 
interpreting,  coordinating  and  enforcing  existing  policies,  methods  and 
procedures;  making  regular  contacts  with  consumers,  consumer  representa- 
tives and  others  regarding  planning  and  installation  of  water  services; 
the  preparation,  review  and  approval  of  detailed  field  reports  and  records 
indicating  distribution  of  time,  equipment,  materials  and  supplies  to 
various  work  projects. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  responsibility  for  all  field  construction  and  main- 
tenance of  water  mains,  meters  and  consumer  services;  plans  and  directs 
work  performed  by  field  crews. 

2.  Plans  and  directs  field  operations  involving  re-tapping,  re- 
placement, or  relocations  of  services,  meters  and  temporary  mains,  in 
connection  with  street  improvement  projects,  and  other  public  or  private 
work. 

3.  Makes  decisions  in  the  field  concerning  operational  matters  and 
problems  to  insure  compliance  with  established  department  policies,  rules, 
regulations  and  procedures;  establishes  changes  and  recommends  work  pro- 
cedures based  on  proven  uses  of  new  materials,  equipment  or  improved  work 
methods. 

h.      Confers  with  various  city  departments  and  bureaus,  other 
utilities,  consumers,  contractors  and  others  concerned,  in  connection 
with  the  planning  and  coordination  of  field  work  considering  existing 
underground  installations  or  other  possible  interferences. 

5>.   Exercises  responsibility  for  the  preparation  of  permanent  and 
accurate  records  pertaining  to  all  field  work;  prepares  daily  work 
schedules,  considering  relative  costs,  priorities,  hazards,  consumer 
requirements  and  good  public  relations;  reviews  field  reports  of  sub- 
ordinates for  thoroughness  and  accuracy;  prepares  regular  progress 
reports  and  special  reports,  as  required. 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  experience  in  general  water 
works  construction  and  maintenance  work,  especially  as  related  to  dis- 
tribution system  and  consumer  services,  including  four  years  of 
responsible  supervisory  and  administrative  experience;  or  an  equiv- 
alent combination  of  training  and  experience. 


CLASS  TITLE:   SERVICE  AND  METERS  GENERAL  FOREMAN  CODE:   7279 

(continued) 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  various  water  works  construction  and  maintenance  operations, 
especially  as  related  to  consumer  water  services  and  appurtenances;  water 
works  distribution  system  locations  and  facilities  in  urban  areas. 

Requires  considerable  ability  to  efficiently  organize  and  direct 
subordinate  supervisors  and  groups  of  workers  in  the  installation.,  main- 
tenance and  repair  of  consumer  water  services  and  related  field  opera- 
tions. 

PROMOTIVE  LINES: 

To:  Water  Maintenance  Superintendent 

From:   Utilities  Foreman 


CUSS  TITLE:   SEWER  REPAIR  ASSISTANT  SUPERINTENDENT        CODE:   7280 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  directs  the  maintenance  and  repair  of  sewers, 
catch  basins  and  other  appurtenances  of  the  city  sewer  systens;  per- 
forms responsible  supervisory  and  administrative  duties  in  connection 
therewith;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  enforc- 
ing sewer  maintenance  and  repair  methods  and  procedures;  making  regular 
contacts  with  the  general  public,  other  departmental  personnel  and  out- 
side organizations  in  connection  with  sewer  repair  activities;  preparing, 
checking  and  reviewing  important  operational  reports  of  sewer  maintenance 
and  repair  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  coordinates  the  maintenance  and  repair  acti- 
vities for  all  sewers;  interprets  and  executes  the  policies  from  general 
instructions  of  superiors. 

2.  Prepares  and  supervises  the  preparation  of  necessary  records  of 
maintenance  and  repair  activities. 

3.  Coordinates  sewer  maintenance  and  repair  activities  with  public 
utilities  and  city  departments  having  underground  installations. 

k.     Makes  cost  estimates  of  sewer  repairs  and  construction  projects. 

5.  Makes  periodic  field  inspections  of  all  work  in  progress  to 
assure  conformance  with  construction  and  work  procedures. 

6.  Assists  in  the  development  aAd  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  progressively  responsible  under- 
ground construction,  maintenance  and  inspectional  experience  including 
at  least  four  years  of  responsible  supervisory  experience;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  municipal  sewer  system  and  the  maintenance  and  repair  require- 
ments of  the  system;  existing  laws,  ordinances  and  regulations  applicable 
to  the  construction,  maintenance  and  repair  of  sewer  systems;  the  tools, 
materials  and  equipment  used  in  sewer  systems  maintenance  and  repair 
work. 

Requires  considerable  ability  to:   plan,  assign  and  direct  the  work 
of  subordinate  employees;  deal  effectively  and  courteously  with  the 
general  public;  maintain  operating  records  and  prepare  related  reports. 

Requires  considerable  skill  in  the  application  of  sewer  maintenance 
and  repair  methods  and  procedures  to  practical  field  problems. 


CLASS  TITLE:   SEWER  REPAIR  ASSISTANT  SUPERINTENDENT        CODE:   7280 
(Continued) 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor's license. 

PROMOTIVE  LINES: 

To :   No  normal  line  of  promotion 

From:  Sewer  Repair  General  Foreman 


GLASS  TITLE;   STREET  CLEANING  GENERAL  FOREMAN  CODE:  7281 

CHARACTERISTICS  OF  THE  GLASS; 

Under  direction,  is  responsible  for  all  street  cleaning  activities 
in  a  designated  district;  exercises  general  supervision  and  direction 
over  several  groups  of  street  cleaning  employees;  and  performs  related 
duties  as  required. 

Requires  responsibility  for;  interpreting  and  enforcing  existing 
policy,  methods  and  procedures  relative  to  a  variety  of  street  cleaning 
activities  and  investigation  of  related  complaints  in  a  designated  area; 
regular  contact  with  the  general  public,  representatives  of  outside 
organizations  and  groups  to  exchange  information  concerning  clean-up 
activities  and  explaining  regulations  and  procedures  of  the  department. 

EXAMPLES  OF  DUTIES: 

10   Supervises  all  street  cleaning  and  related  activities  in  a 
designated  area;  makes  daily  assignments  and  reassignments  of  personnel 
and  equipment;  reports  ail  sick  or  absent  personnel;  inspects  completed 
work;  prepares  vacation  schedules  and  assigns  necessary  replacements. 

2.  Checks  and  signs  all  daily  work  reports  turned  in  by  operating 
groups;  maintains  a  record  of  job  changes;  keeps  a  record  of  personnel 
and  mobile  equipment  assignments  at  all  tines;  charts  and  keeps  up- 
to-date  street  cleaning  route  maps. 

3,  Investigates  complaints  and  requests  for  service  from  the 
general  public,  representatives,  groups  and  outside  agencies;  inspects 
garbage  dumped  on  streets  and  adjacent  areas  for  possible  indications 

of  its  source;  traces  violators  of  garbage  and  refuse  dumping  laws  which 
sometimes  requires  the  filing  of  compi       id  appearance  in  court  as 
a  witness. 

h,     Plans  and  prepares  special  clean-ups  for  parades,  celebrations 
and  other  special  events;  inspects  sidewalks  and  areas  adjacent  to 
construction  work  to  insure  compliance  with  street  cleaning  regulations. 

$,     When  requested,  attends  meetings  of  various  civic  groups  related 
to  clean  up  drives. 

6.  Makes  cost  estimates  of  work  for  other  bureaus;  conducts  corres- 
pondence related  to  street  cleaning  activities. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience:   Requires  compl       I  higlr  school, 
supplemented  by  six  years  of  progressively  responsible  experience 
in  street  cleaning  and  refuse  collection  work,  including  two  years  of 
responsible  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  methods,  procedures,  tools  and  equipment  of  street  cleaning 
and  refuse  collection;  city  ordinances,  departmental  rules  and  regulations 
governing  street  cleaning  and  refuse  collection, 

Requires  ability  to:  plan,  assign,  supervise  and  inspect  the 


CLASS  TITLE:  STREET  CLEANING  GENERAL  FOREMAN  (Continued)   CODE:  7281 

work  of  subordinates;  deal  courteously  and  effectively  with  the  general 
public;  write  and  speak  clearly  and  effectively. 

Requires  skill  in  the  application  of  refuse  collection  and  street 
cleaning  techniques  to  practical  operational  problems. 

PROMOTIVE  LINES: 

To:   Superintendent  of  Street  Cleaning 

From:  Street  Cleaning  Sub-Foreman 


CLASS  TITLE:   STREET  REPAIR  GENERAL  FOREMAN  CODE:   7282 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  large  group  of  unskilled,  semi-skilled 
and  skilled  labor  in  the  construction,  maintenance  and  repair  of  streets, 
sidewalks,  curbs  and  gutters;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
maintenance  repair  methods  and  procedures;  making  regular  contacts  with 
the  general  public,  other  personnel  and  outside  organizations  in  connec- 
tion with  street  maintenance  and  repair  matters;  preparing  and  reviewing 
ordinary  ooerating  reports  on  maintenance  and  repair  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  a  number  of  work  crews  engaged  in 
the  repair,  construction  and  maintenance  of  asphalt  or  concrete  streets, 
sidewalks,  curbs  and  gutters. 

2.  Assigns  projects  to  various  work  crews  and  inspects  work  in  pro- 
gress for  conformance  with  instructions  and  established  standards  and 
procedures. 

3.  Investigates  complaints  and  requests  for  work  and  determines  the 
proper  disposition  of  such  work. 

U.  Prepares  requisitions  for  materials,  tools  and  equipment  nec- 
essary to  maintenance  and  repair  activities. 

5.  Supervises  emergency  work  in  cases  where  slides  or  washouts 
cause  street  obstructions. 

6.  Prepares  cost  estimates  for  work  requested  by  other  city  agencies; 
maintains  records  on  employees'  time  and  materials  expended  and  prepares 
reports  related  thereto. 

7.  Makes  field  inspections  and  assures  proper  preparations  have  been 
taken  for  the  safety  of  the  general  public  and  work  crews. 

8.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible  ex- 
perience in  street  construction,  maintenance  and  repair  work,  including 
two  years  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   pavement  construction  and  maintenance  techniques;  paving  machinery 
and  equipment  and  various  mixtures  of  asphalt  and  their  application  to 
geographic  areas  in  the  city. 

Requires  ability  to:  plan,  organize  and  supervise  the  work  of  sub- 
ordinate personnel;  deal  effectively  and  courteously  with  the  general 
public;  maintain  records  and  prepare  reports  of  maintenance  and  repair 
activities. 


CLASS  TITLE:   STREET  REPAIR  GENERAL  FOREMAN  CODE:   7282 

(Continued) 

Requires  considerable  skill  in  the  application  of  street  and  side- 
walk construction  and  maintenance  procedures  to  practical  construction 
and  maintenance  problems . 

License:   Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor's license. 

PROMOTIVE  LINES: 

To:   Street  Repair  Superintendent 

From:   Asphalt  Finisher  Foreman 


CLASS  TITLE:   TRACK  MAINTENANCE  GENERAL  FOREMAN  CODE:   7283 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  maintenance  and  repair  of 
all  street  railway  and  cable  car  tracks  and  roadbeds;  directs  the  acti- 
vities of  a  large  and  varied  group  of  subordinates  engaged  in  such  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  coordin- 
ating existing  methods  and  procedures  relating  to  maintenance  and  repair 
activities;  making  regular  contacts  with  other  departmental  personnel, 
outside  organizations  and  the  general  public  on  matters  relating  to  track 
maintenance  activities;  gathering,  preparing  and  reviewing  ordinary 
operating  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  activities  of  a  large  group  of 
craftsmen  and  labor  employees  engaged  in  the  maintenance  of  railway  and 
cable  car  tracks  and  road  beds;  makes  assignments  of  track  crews  to 
various  jobs  at  different  locations  throughout  the  city. 

2.  Inspects  work  in  progress  at  various  sites  to  assure  conformance 
with  established  procedures  and  instructions;  advises  and  instructs  on 
work  methods  and  procedures. 

3.  Investigates  and  reports  on  complaints  due  to  worn  or  broken 
rails,  depressions  or  cave-ins;  makes  arrangements  for  the  repair  of 
defects  discovered. 

h.      Keeps  daily  records  of  track  and  clean  up  gangs,  checking  manpower 
against  foreman's  report;  checks  and  reviews  all  time  cards. 

5.  Orders  and  checks  delivery  of  track  maintenance  materials  and 
supplies . 

6.  Inspects  station  terminals  and  the  grounds  of  the  railway  system. 

7.  Estimates  cost  of  rail  or  switch  renewal;  makes  reports  of  work 
completed  and  in  progress. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  five  years  of  progressively  responsible  railway  track 
and  road  bed  maintenance  and  repair  experience,  including  one  year  of 
supervisory  responsibility;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of:  the 
techniques,  procedures,  tools,  materials  and  equipment  necessary  to  track 
maintenance  and  repair  work;  the  street  and  cable  car  track  system. 

Requires  ability  to:  plan,  assign  and  direct  the  activities  of  a 
large  and  diversified  work  force;  analyze  track  maintenance  and  repair 
requirements  and  make  accurate  time  and  materials  cost  estimates;  deal 
effectively  and  courteously  with  subordinates,  representatives  of  outside 
organizations  and  the  general  public. 


CLASS  TITLE;   TRACK  MAINTENANCE  GENERAL  FOREMAN  CODE?   7283 

(continued) 

PROMOTIVE  LINES: 

To;  No  Normal  Lines  of  Promotion 

From;  Trackman  Sub -Foreman 

General  Laborer  Sub -Foreman 


CLASS  TITLE:  UTILITY  GENERAL  FOREMAN  CODE:  728U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  several  utility  foremen  in  organizing, 
planning  and  directing  the  activities  of  skilled  and  semi-skilled 
workers  engaged  in  performing  a  wide  variety  of  maintenance  operations 
on  water  supply  and  distribution  lines  and  facilities,  including  overf- 
all care  and  maintenance  of  watershed  and  reservoir  properties, 
structures,  buildings  and  facilities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  carrying  out,  developing,  inter- 
preting, coordinating  and  enforcing  existing  policies,  methods  and 
procedures;  achieving  considerable  economies  and/or  preventing  con- 
siderable losses  through  efficient  planning  and  organizing  of  work 
projects;  making  regular  contacts  in  dealing  with  other  supervisory 
and  administrative  personnel  on  specialized  construction  and  repair 
projects;  preparation,  review  and  approval  of  detailed  work  reports  and 
records  indicating  distribution  of  time,  equipment,  materials  and  sup- 
plies. Nature  of  supervisory  duties  involves  sustained  physical  effort 
in  inspecting  and  checking  work  performance  on  a  wide  variety  of  field 
projects  involving  exposure  to  some  accident  and  health  hazards  and 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  wide  variety  of  maintenance  operations  on 
water  supply  and  distribution  lines  and  facilities,  including 
reservoirs,  buildings  and  structures,  equipment,  dams,  pipe  lines, 
fire  trails,  fences,  tunnels,  shafts,  ditches,  flumes  and  aqueducts. 

2.  On  the  basis  of  work  orders  received,  plans  deployment  of 
personnel  and  equipment  to  best  advantage;  through  a  number  of  fore- 
men assigns  work  crews  and  craftsmen  to  particular  tasks;  also, 
helpers  and  laborers  to  various  crews;  assigns  available  equipment 

to  various  projects  depending  upon  requirements  and  priority  of  need. 

3.  Instructs  foremen  as  to  the  manner  in  which  each  particular 
project  is  to  be  carried  out;  visits  projects  and  inspects  progress 
and  quality  of  work;  checks  on  locations  where  other  utilities  are 
likely  to  interfere  with  department's  facilities  to  assure  proper 
clearance  in  order  to  avoid  possible  accident  and  damage;  visits 
other  construction  jobs  to  give  contractors  specific  locations  of 
department's  facilities. 

U.   Personally  investigates  complaints  of  leaks,  reports  of 
encroachments  and  various  nuisances;  takes  necessary  action  to  remedy 
situations . 

5.  Confers  with  superiors  on  matters  of  policy  and  planning  for 
future  maintenance  projects;  recommends  certain  projects  deemed  neces- 
sary based  on  personal  knowledge  and  field  observations . 

6.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 


CLASS  TITLE:   UTILITY  GENERAL  FOREMAN  (continued)  CODE:   728U 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :   Requires  graduation  from  high  school,  sup- 
plemented by  at  least  ten  years  of  experience  in  general  waterworks 
construction  and  maintenance  work,  at  least   ree  years  of  which  shall  have 
been  in  a  subordinate  supervisory  capacity;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working 
knowledge  of  various  waterworks  construction  and  maintenance  operations 
as  related  to  a  wide  variety  of  water  supply  and  distribution  activities 
and  facilities,  both  in  the  outlying  watersheds  and  urban  areas. 

Requires  supervisory  skill  and  ability  to  efficiently  organize  and 
direct  foremen  and  groups  of  workers  in  a  wide  variety  of  maintenance 
projects  and  operations. 

PROMOTIVE  LINES: 

To:  Maintenance  and  Repair  Assistant  Superintendent,  Hetch  Hetchy 
Project 

From:   Utility  Foreman 


CLASS  TITLE:   TRANSMISSION  LINEMAN  GENERAL  FOREMAN         CODE:   7285 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  the  activities  of  several  "heavy- 
gangs"  engaged  in  the  construction,  maintenance  and  repair  of  high 
voltage  over-head  transmission  and  distribution  systems;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  coordinating  and 
carrying  out  existing  methods  and  procedures  relative  to  the  construction, 
maintenance  and  repair  of  transmission  systems;  making  regular  contacts 
with  other  departmental  personnel  and  the  general  public  in  connection 
with  line  construction,  maintenance  and  repair  activities;  preparing, 
checking  and  reviewing  time,  material  and  work  performance  records  and 
reports.  Nature  of  work  requires  considerable  physical  activity  with  some 
exposure  to  inclement  weather  and  some  possibility  of  accident  and  injury. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  inspects  the  activities  of  transmission 
line  foremen  and  their  "heavy  gangs"  in  the  construction,  installation, 
maintenance  and  repair  of  over-head  transmission  systems  and  appurtenances. 

2.  Makes  field  inspections  of  work  in  progress  to  assure  conformance 
with  instructions  and  prescribed  safety  practices  and  methods. 

3.  Prepares  time  and  material  cost  estimates  for  various  work  pro- 
jects. 

h.     Approves  requisitions  for  materials  and  supplies  and  assures 
that  same  conform  with  specifications  and  acceptable  standards. 

5.  Assures  that  "heavy  gangs"  are  adequately  supplied  with  necessary 
materials,  tools  and  equipment  to  complete  their  various  assignments. 

6.  Supervises  the  preparation  of  material  cost  and  time  records  and 
reports. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  eight  years  of  journeyman  level  experience  in 
the  construction,  maintenance  and  repair  of  high  voltage  over-head  trans- 
mission systems,  including  three  years  of  responsible  supervisory  ex- 
perience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   over-head  transmission  systems  construction  and  maintenance  methods 
and  techniques  and  the  necessary  tools  and  equipment;  electrical  theory 
and  practices,  particularly  as  applied  to  transmission  systems;  the 
methods  and  techniques  of  "hot  line"  maintenance;  state  general  order 
number  95>. 

Requires  knowledge  of  the  practical  application  of  pole-top  re- 
suscitation and  first-aid  methods. 

Requires  considerable  ability  to:   plan,  assign,  supervise  and 
inspect  the  work  of  subordinate  employees;  read  and  interpret  plans, 
drawings  and  specifications;  analyze  and  determine  the  tools,  materials, 


CLASS  TITLE:   TRANSMISSION  LINEMAN  GENERAL  FOREMAN         CODE:   7285 
(Continued) 

personnel  and  equipment  required  for  work  projects. 

Requires  considerable  skill  in  the  application  of  electrical 
principles  and  theory  to  practical  maintenance  and  repair  problems, 
including  use  of  rigging  techniques  applicable  to  transmission  line 
work. 

PROMOTIVE  LINES: 

To:   Power  and  Plant  Superintendent 

From:   Transmission  Lineman  Foreman 


CLASS  TITLE:   ARMORED  TRUCK  OPERATOR  CODE:   7301 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  drives  an  armored  truck  or  money  bus  in 
picking  up  and  delivering  cash  and  other  valuables  between  the  various 
railway  divisions;  and  performs  related  work  as  required. 

Requires  responsibility  for  making  limited  and  routine  contacts 
with  other  departmental  personnel  and  outside  organizations  relative  to 
the  pickup  and  delivery  of  money  and  valuables.   Nature  of  work  involves 
some  physical  effort  in  the  loading  and  unloading  of  money  and  valuables. 

EXAMPLES  OF  DUTIES: 

1.  Drives  and  loads  armored  money  truck  to  pick  up  and  deliver 
currency,  money  bags,  transfers,  mail  and  lost  and  found  articles  from 
the  divisions  and  departments  of  the  transit  system. 

2.  Loads  and  makes  regular  pickups  of  foreign  coins. 

3.  Loads  and  delivers  regular  and  emergency  money  pickups  for 
various  banks  and  city  treasurer. 

i;.   Is  responsible  for  seeing  that  the  armored  truck  is  in  good 
operating  condition. 

5.  Signs  for  and  maintains  records  covering  transfer  of  money  and 
other  valuables  at  all  points  of  delivery  and  pickup. 

6.  May  assist  in  the  central  money  room  as  needed  in  counting  and 
checking  money. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  experience  in  the  operation  of 
light  trucks  or  similar  types  of  automotive  equipment;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   automotive 
equipment  operation,  service  and  maintenance  requirements;  existing 
traffic  laws  and  regulations. 

Requires  ability  to:   follow  oral  and  written  instructions;  deal 
tactfully  with  other  employees  and  the  public;  exert  a  moderate  amount 
of  physical  effort  in  moving,  lifting  and  transporting  fare  collections 
and  related  materials. 

License:   Requires  possession  of  a  valid  state  chauffeurs  license. 

PROMOTIVE  LINES: 

To:   Motor  Equipment  Operator 

From:   Original  entrance  examination 


CLASS  TITLE:   AUDIO-VISUAL  EQUIPMENT  TECHNICIAN  CODE:   7302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  operation  and 
maintenance  of  a  wide  variety  of  audio-visual  equipment;  inspects  and 
performs  emergency  and  limited  repairs  on  such  equipment;  provides 
technical  assistance  in  the  purchase,  installation  and  utilization  of 
equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing department  policies  and  methods  in  relation  to  the  repair, 
maintenance  and  operation  of  audio-visual  equipment;  making  daily  con- 
tacts with  instructional  personnel  on  matters  concerned  with  the 
utilization  and  requisition  of  equipment;  preparing  and  maintaining 
the  unit's  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Screens  requisitions  for  repair  of  audio-visual  equipment  and 
inspects  repaired  equipment  on  its  return  from  outside 'service  dealers; 
inspects  permanent  and  portable  audio-visual  and  public  address  instal- 
lations and  recommends  as  to  the  repair  or  replacement  of  same;  makes 
emergency  installations  and  repairs  on  equipment. 

2.  Assists  in  the  preparation  of  specifications  for  the  purchase 
of  audio-visual  equipment,  parts  and  supplies;  provides  technical  advice 
and  assistance  in  the  planning  for  and  utilization  of  public  address 
systems  and  other  specialized  equipment;  instructs  and  demonstrates  the 
proper  use  of  all  types  of  audio-visual  equipment. 

3.  Checks  all  new  audio-visual  equipment  and  supplies  for  compliance 
with  specifications;  supervises  the  issuing  of  equipment;  estimates  needs, 
requisitions  for,  and  maintains  a  stock  of  replacement  parts. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  with 
additional  training  in  the'  fundamentals  of  electronics  and  radio  main- 
tenance and  repair,  supplemented  by  at  least  three  years  of  increasingly 
responsible  and  varied  experience  in  the  repair  of  audio-visual  equipment; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of 
the  principles  and  practices  of  inspecting,  testing  and  repairing  a  wide 
variety  of  audio -visual  equipment. 

Requires  ability  to  provide  technical  assistance  in  the  purchasing 
of  audio-visual  equipment  and  public  address  systems. 

Requires  considerable  skill  in  the  application  of  the  methods  and 
techniques  used  in  testing,  inspecting  and  repairing  audio-visual 
equipment . 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   BARBER  CODE:   7303 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  the  duties  of  a  skilled  barber 
in  an  institution;  ana  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures;  making  continual  personal  contact  with  patients.   Nature  of 
work  requires  some  physical  effort  involving  continuous  light  work  with 
considerable  standing. 

EXAMPLES  OF  DUTIES: 

1.  Gives  haircuts  and  shaves  to  patients  and  ambulatory  inmates. 

2.  Sterilizes  and  sharpens  barber  tools. 

3.  Keeps  shop  clean  and  sanitary. 

h.      Maintains  bartering  supplies,  and  requisitions  supplies  as 
needed. 

5.   Performs  other  personal  services  incidental  to  barbering. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  education  equivalent  to  comple- 
tion of  a  course  in  a  barber  college  of  recognized  standing,  supplemen- 
ted by  at  least  three  years  of  practice  as  a  licensed  barber. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  the 
methods,  materials  and  equipment  used  in  barbering  work;  modern  barber- 
ing aseptic  methods  and  shop  sanitation. 

Requires  ability  to  get  along  well  with  others. 

License:   Requires  a  registered  barber's  license  issued  by  the 
state  board  of  barber  examiners. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   BATTERY  ASSEMBLER  CODE:   730ii 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  repairs  and  maintains  storage  batteries 
and  related  equipment;  and  performs  related  duties  as  required. 

Nature  of  work  requires  continuous  exposure  to  working  conditions 
where  moderately  serious  injuries  may  occur,  and  to  somewhat  disagreeable 
working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Assembles  and  constructs  batteries  for  coaches,  cars,  gas  coaches 
and  miscellaneous  equipment. 

2.  Services  and  tests  storage  batteries. 

3.  Operates  lead  furnace  and  lead  casting  molds. 

k.  Cleans  and  repairs  battery  containers  and  covers. 

5".  Dismantles  defective  batteries. 

6.  Allocates  shop  materials  to  various  divisions. 

7.  May  assist  in  design  and  building  of  special  shop  equipment  and 
cables. 

8.  Mixes  acids  and  recharges  storage  batteries. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  experience  in  repairing  batteries  and 
related  equipment;  or  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  basic  elec- 
trical circuits  with  emphasis  on  the  care,  operation  and  fabrication  of 
automotive  batteries . 

Requires  ability  to  use  accurately  various  test  devices  such  as 
hydrometers,  voltmeters  and  ammeters. 

Requires  skill  in  the  use  of  tools  and  materials  and  equipment 
relating  to  battery  repair  work. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   BLACKSMITH  CODE:   7305" 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  blacksmith  work  in 
forging,  shaping  and  bending  metals  for  the  manufacture,  repair  and 
maintenance  of  machinery,  equipment  and  facilities;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  following  established  methods  and  pro- 
cedures .  Nature  of  work  requires:   sustained  physical  effort  involving 
considerable  standing,  bending  and  occasional  heavy  lifting;  exposure  to 
conditions  where  moderately  serious  cuts,  burns  or  bruises  may  be  en- 
countered, with  intermittent  exposure  to  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Forges,  forms,  shapes,  hardens  and  tempers  various  metals. 

2.  Lays  out,  prefabricates,  welds  and  installs  new  work. 

3.  Replaces  and  renews  worn  and  broken  parts,  tools  and  other  equip- 
ment for  various  city  departments. 

k»      Designs  and  fabricates  parts,  tools,  brackets  and  other  equip- 
ment. 

5>„  Forges  and  sharpens  tools,  picks  and  other  equipment. 

60  Operates  electric  arc  and  acetylene  welding  equipment  in  connec- 
tion with  blacksmi thing  work. 

7.  Repairs  or  forges  new  tools5  hardens  and  tempers  punches,  dies, 
shears  and  other  tools. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  blacksmi  thing  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  black- 
smithing  and  welding  equipment  and  materials,  practices  and  techniques; 
the  physical  properties  of  metals;  heat  treating  processes;  the  tools, 
materials  and  equipment  used  in  the  trade. 

Requires  ability  to:  work  from  blueprints  and  sketches;  assign  and 
supervise  the  work  of  subordinates;  train  helpers  and  others  in  the  trade, 

Requires  a  high  degree  of  skill  in  the  use  of  blacksmi  thing  tools, 
materials  and  equipment. 

PROMOTIVE  LINES: 

To:   Blacksmith  Foreman 

From:  Blacksmith  Helper 


CLASS  TITLE:   BODY  AND  FENDER  WORKER  CODE:   7306 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  maintenance  and  repair  of  the  exterior  and  interior  bodies  of  a  wide 
variety  of  equipment,  including  automotive  and  all  types  of  transit  equip- 
ment; and  performs  related  duties  as  required. 

Nature  of  work  involves:   some  physical  effort  and  dexterity  in  the 
use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical  and  working 
conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Fabricates  sheet  metal  parts  for  the  repair  or  replacement  of 
damaged  motor  vehicle  and  transit  equipment  bodies,  fenders  and  radiators; 
fabricates  and  repairs  a  variety  of  metal  auxiliary  equipment  on  motor 
vehicles. 

2.  Straightens,  replaces  and  repairs  fenders,  panels  and  other 
exterior  parts  of  motor  vehicle  equipment. 

3.  Operates  gas  and  electric  welding  equipment  in  the  repair  of  auto- 
motive, street  car,  trolley  coach  and  cable  car  bodies  and  frames;  repairs 
radiators  on  a  variety  of  automotive  equipment. 

1;.  Repairs  and  replaces  windows,  fenders  and  weather  stripping  on 
transit  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  experience  in  the  main- 
tenance and  repair  of  automotive  body  interiors  and  exteriors;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  care  and  use  of  tools  and  materials  necessary  to  automotive  body  and 
fender  repair  work. 

Requires  ability  to  determine  the  body  repairs  needed  for  a  wide 
variety  of  damaged  mobile  equipment. 

Requires  considerable  skill  in  the  use  of  the  tools,  materials  and 
equipment  of  the  trade. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CUSS  TITLE:   CABLE  SPLICER  CPDE:   7308 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  repairs,  replaces  and  splices  multi- 
conductor  cables  for  fire  and  police  communication  systems  and  traffic 
signal  installations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relative  to  the  installation  and  maintenance  of  communication 
and  traffic  signal  systems;  preparing  routine  reports  of  work  accomplished 
and  time  expended.  Nature  of  work  involves:   considerable  physical 
effort  and  dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous 
exposure  to  physical  and  working  conditions  where  moderately  serious  in- 
juries may  occur;  exposure  to  working  conditions  that  are  somewhat  dis- 
agreeable in  underground  locations. 

EXAMPLES  OF  DUTIES: 

1.  Tests  and  tones  cables  in  communications  systems  to  locate 
faults;  locates  and  clears  such  faults  by  opening  cables,  resplicing 
or  making  necessary  repairs;  rewipes  new  joints. 

2.  Inspects  cables  in  man  holes  for  electrolysis  and  other  damage. 

3.  Installs  and  splices  a  variety  of  multi-conductor  cables  for 
new  and  extended  communications  and  signal  systems. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  journeyman  level  experience 
in  the  maintenance,  repair  and  installa  ion  of  underground  electric  and 
communication  cable  systems;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   cable  splicing  methods  and  techniques;  codes,  ordinances  and  regu- 
lations relating  to  electrical  installations;  underground  communication 
systems . 

Requires  considerable  ability  to:   read  and  work  from  blue  prints, 
drawings  and  sketches;  identify  a  variety  of  color  codes. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE  ?   CAR  AMD  AUTO  PAINTER  CODE !   7309 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  painting  and  refinishing  of  a  wide  variety  of  automotive  equipment; 
and  performs  related  duties  as  required. 

Nature  of  work  requires  some  physical  effort  and  dexterity  in  the 
use  of  fingers,  limbs  and  body  and  intermittent  exposure  to  disagreeable 
working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Removes  old  paint  and  cleans  surfaces  preparatory  to  painting; 
sprays  primer,  enamel  and  lacquer. 

2.  Mixes  and  blends  paints;  performs  gold  leaf  and  lettering  work 
on  specialized  equipment. 

3.  Prepares  stencils  for  silk  screen  painting  of  signs,  numbers 
and  insignia. 

h.      Processes  and  polishes  newly  painted  equipment;  cleans  and 
maintains  painting  equipment  and  tools, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  experience  in  the  paint- 
ing of  automotive  equipment;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of 
the  tools,  materials,  equipment  and  techniques  of  the  trade. 
Requires  ability  to  mix  and  blend  paints. 

Requires  considerable  skill  in  the  use  of  tools,  materials  and  equip- 
ment of  the^trade. 

PROMOTIVE  LINES: 

To:  Car  and  Auto  Painter  Foreman 

From:  Original  entrance  examination 


CLASS  TITLE:   CEMENT  FINISHER  CODE:   7311 

CHARACTERISTICS  OF  THE  CLAu3: 

Under  general  supervision,  performs  skilled  work  in  the  laying, 
floating  and  finishing  of  cement  and  concrete;  and  performs  related 
duties  as  required. 

Work  requires:   some  independent  judgment  in  completion  of  assign- 
ments; sustained  physical  effort  in  bending  and  kneeling,  occasional 
heavy  lifting.  Work  involves:   continuous  exposure  to  hazards  where 
serious  bruises  and  sprains  could  result;  somewhat  disagreeable  working 
conditions  intermittently . 

EXAMPLES  OF  DUTIES: 

1.  Mixes,  pours  and  finishes  concrete  sidewalks,  curbs,  steps  and 
walks . 

2.  Sets  screens  and  forms  for  concrete  work. 

3.  Casts  concrete  parts  for  benches,  signs,  pull  boxes  and  water 
pipe  covers. 

U.  Raises  and  resets  manhole  castings,  catchbasins,  light  and 
street  standards. 

5.  Finishes  concrete  and  cement  with  screens,  trowels  and  floats. 

6.  Applies  topping,  colors,  grits  or  waterproofing  compounds. 

7.  Operates  concrete  saw  in  cutting  pavement  and  sidewalks. 

8.  Selects  materials  to  be  used  and  assists  and  supervises  the 
handling  of  materials. 

9.  Supervises  the  covering  and  barricading  of  finished  work. 

10.  Measures  and  lays  out  work  for  new  construction  or  repair,  and 
prepares  cost  estimates  on  projected  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  journeyman  level  cement  finish- 
ing experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
tools,  materials  and  the  equipment  used  in  t^e  cement  finishing  trade. 

Requires  ability  to  read  and  interpret  blueprints,  drawings  and 
sketches. 

Requires  considerable  skill  in  the  use  of  tools  and  materials  of 
the  trade. 

PROMOTIVE  LINES: 

To:  Cement  Finisher  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   CHAUFFEUR  CODE:   7312 

CHARACTERISTICS  OF  THE  CUSS: 

Under  supervision,  operates  an  automobile  in  the  transportation  of 
persons;  services  and  makes  minor  repairs  to  assigned  vehicle;  and  per- 
forms related  duties  as  required. 

Requires  some  responsibility  for  making  occasional  responsible 
contacts  in  connection  with  driving  duties. 

EXAMPLES  OF  DUTIES: 

1.  Drives  automobiles  to  transport  city  officials  and  departmental 
personnel  traveling  in  the  performance  of  their  duties. 

2.  Assures  that  assigned  vehicle  is  properly  serviced  and  in  good 
running  condition;  may  personally  service  assigned  vehicle. 

3.  May  pick  up  and  deliver  communications  and  documents. 

k.     May  perform  simple  office  or  clerical  tasks  when  not  engaged 
in  driving  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  experience  in  the  operation  of 
automobiles. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
existing  traffic  laws,  rules,  ordinances  and  regulations;  the  operation 
and  maintenance  requirements  of  automobiles;  the  geography  of  the  city. 

Requires  ability  to:   service  and  make  minor  repairs  and  adjust- 
ments to  automobiles;  understand  and  follow  written  and  oral  directions; 
meet  and  deal  tactfully  and  effectively  with  the  public. 

Requires  considerable  skill  in  the  operation  of  automobiles. 

License:   Requires  possession  of  a  valid  state  chauffeur's 
license. 

PROMOTIVE  LINES: 

To:   Motor  Equipment  Operator 

From:   Original  entrance  examination 


CLASS  TITLE:   AUTOMOTIVE  MACHINIST  CODE:   7313 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  perforins  skilled  machinist  work  in  connec- 
tion with  the  major  overhaul  and  reconditioning  of  all  types  of  automo- 
tive engines;  fabricates  new  parts;  and  performs  related  duties  as  required. 

Nature  of  the  work  involves:   some  physical  effort  and  considerable 
dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Operates  lathes,  drill  presses,  milling  machines,  planers, 
shapers,  grinders,  lapping  machines,  boring  bars  and  other  machine  tools 
used  in  the  major  overhaul,  reconditioning  and  repair  of  engines  and  other 
component  parts  of  automotive  vehicles. 

2.  Designs  and  makes  machine  tools  and  special  equipment;  machines 
or  fabricates  new  parts. 

3.  Reconditions,  refinishes  and  renews  connecting  rods,  bearings, 
pistons  and  rings;  fits  and  installs  parts  and  assemblies  in  motors. 

k.  Rebores  cylinders;  grinds  valves  and  valve  seats;  line  bores 
main  bearings;  installs  crank  shafts;  grinds  fly  wheels;  bores  cylinder 
blocks. 

5.  Repairs,  reconditions  and  calibrates  fuel  injection  systems. 

6.  Rebuilds  and  tests  voltage  regulators;  rebuilds  and  tests  gener- 
ators. 

7.  May  make  estimates  of  material  and  labor  cost  and  machining  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  automotive  machinist 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  working 
knowledge  of:   the  principles,  methods,  materials,  machines,  tools  and 
equipment  used  in  machine  shop  work;  various  metals,  their  characteris- 
tics and  the  methods  of  cutting  and  machining  them. 

Requires  considerable  ability  to:   read  and  work  from  sketches  and 
drawings;  keep  simple  records  and  make  reports  on  machine  shop  activities. 

Requires  a  high  degree  of  mechanical  aptitude  and  skill  in  the  use 
and  operation  of  metal  working  machines,  tools,  materials  and  equipment. 

PROMOTIVE  LINES: 

To:   Automotive  Machinist  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   CURB  SETTER  CODE:   7311; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  highly  skilled  work  in  connec- 
tion with  the  cutting,  facing,  joining  and  setting  of  granite  and  pre- 
cast concrete  curbs;  and  performs  related  work  as  required. 

Nature  of  work  requires:   considerable  physical  effort  involving 
standing,  bending  and  occasionally  heavy  lifting;  exposure  to  work 
hazards  where  moderately  serious  injuries  are  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Cuts  faces,  joints  and  top  of  granite  curbs  to  assure  proper 
fit  and  alignment. 

2.  Digs  and  grades  trench  for  setting  curbs  and  sets  each  section 
of  curb  into  proper  line  and  grade. 

3.  Assures  excavation  is  backfilled  and  ready  for  paving  or  con- 
crete finishing. 

U.   Supervises  and  assists  workers  in  opening  area  adjacent  to 
faulty  or  broken  curbs. 

5>.   Estimates  and  requisitions  materials  required  for  each  job. 

6.  Maintains  own  hand  tools. 

7.  Makes  daily  reports  of  activities  and  work  accomplished. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  three  years  of  journeyman  level  experience  in 
granite  cutting  and  curb  setting  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
practices,  methods,  tools  and  materials  used  in  curb  setting  and  in  the 
granite  cutting  trade. 

Requires  ability  to  estimate  material  requirements  for  various  curb 
repair  jobs  and  to  make  related  reports. 

Requires  considerable  skill  in  the  use  of  granite  cutting  tools  and 
materials  and  in  aligning,  grading  and  setting  curbs. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   DISTRICT  WATER  SERVICEMAN  CODE:   7316 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  makes  inspections  of  all  types  of  water  services, 
meters  and  connections;  makes  collections  from  large  water  consumers;  may 
shut  off  water  supply  to  enforce  payment;  connects  services  to  supply 
water  to  shipping;  investigates  complaints  regarding  water  services;  and 
performs  related  duties  as  required.. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods,  procedures,  rules  and  regulations  pertaining  to  consumer  water 
services;  making  regular  contacts  with  the  general  public,  property  owners, 
tenants  and  building  managers  for  furnishing  or  obtaining  information  and 
explaining  specialized  matters  pertaining  to  water  services;  preparing  and 
maintaining  regular  operating  records  pertaining  to  water  services.  Nature 
of  work  involves  considerable  sustained  physical  effort  with  occasional 
heavy  work  requiring  manual  effort  and  dexterity  with  frequent  exposure  to 
accident  and  health  hazards  and  somewhat  disagreeable  elements. 

EXAMPLES  OF  DUTIES : 

1.  Investigates  complaints  and  emergency  calls  pertaining  to  poor 
pressure,  noises  in  pipes  and  fixtures,  dirty  water,  water  seepage,  bad 
tastes  and  odors;  determines  causes  of  faults,  remedies  conditions  if 
possible,  or  makes  arrangements  for  dispatching  repair  crews,  or  recom- 
mends repairs  be  made  by  commercial  plumber. 

2.  Removes  meters  and  conducts  flow  and  pressure  tests;  advises 
party  on  premises  of  results;  reinstalls  meter. 

3-   Reads  water  meters  for  changes  of  accounts;  turns  water  on  for  be- 
ginning of  new  account;  inspects  premises  for  leaks  or  faulty  fixtures;  opens 
pipes  on  inside  and  outside  of  buildings;  obtains  applications  for  water 
service  from  new  occupants;  collects  deposits;  notifies  party  of  any  faulty 
conditions  found. 

h-     Makes  arrangements  for  replacement  of  meters,  faulty  or  noisy;  re- 
ports faulty  pavement  adjacent  to  meter  and  over  service  lines;  inspects 
sidewalk  areas  which  have  been  broken  in  connection  with  water  service  in- 
stallation or  repair;  replaces  faulty  meter  box  covers;  makes  reports  of 
all  conditions  found  and  actions  taken. 

5.  Acts  as  special  collector  for  the  settlement  of  delinquent  accounts; 
discontinues  services  after  due  notice  in  an  effort  to  enforce  collection; 
maintains  record  of  amounts  collected;  reports  accounts  considered  as  poor 
credit  risks;  discusses  high  bills,  collection  procedures  and  department 
rules  and  regulations  with  consumers. 

6.  Determines  causes  of  unusual  consumption;  checks  premises  as  to 
type  of  occupancy;  contacts  owners  or  agents  and  interviews  consumers  to 
obtain  all  available  information;  inspects  and  tests  meters  for  possible 
non-operation,  irregular  operation  or  other  faults;  inspects  plumbing, 
piping  and  fixtures;  takes  whatever  remedial  action  that  might  be  necessary 
and  makes  official  report  of  findings. 


CLASS  TITLE:   DISTRICT  WATER  SERVICEMAN  (continued)         CODE:   7316 

7.  Acts  as  water  service  representative  in  providing  water  service 
to  ships  at  various  piers  and  waterfront  locations;  goes  aboard  ship  to 
obtain  signatures  of  responsible  officers  and  confirm  request  for  water; 
determines  quantity  of  water  desired  and  type  of  service  connections  nec- 
essary; subsequently  disconnects  meter  and  service  hose  when  service  is 

no  longer  required;  maintains  and  repairs  water  hose  services,  connections, 
fittings  and  couplings;  makes  emergency  repairs  when  necessary;  keeps  re- 
lated records  of  services  and  work  performed. 

8.  May  perform  the  duties  of  a  meter  reader  in  relieving  regular 
personnel  in  cases  of  absences;  assigns  account  numbers  to  new  accounts; 
uses  map  book  to  check  tap  number  locations;  makes  appropriate  entries 
in  field  book;  takes  and  records  meter  readings  and  computes  consumption. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  one  year  of  experience  in  various  phases  of  water  ser- 
vice field  operations  including  meter  reading,  inspection,  investigation, 
consumer  service  repairs  or  similar  activities;  or  an  equivalent  combina- 
tion of  training  and  experience „ 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  the  water 
distribution  system  and  consumer  services;  water  meters  and  domestic  and 
commercial  plumbing  systems  and  fixtures. 

Requires  ability  to:  make  detailed  and  accurate  field  investigations 
and  determinations;  detect  faults  and  remedy  conditions,  found  or' initiate 
and  recommend  alterations  and  repairs  as  deemed  necessary:  deal  amiably 
and  favorably  with  consumers,  property  owners,  tenants,  property  managers 
and  others,  frequently  under  strained  and  unfriendly  conditions. 

PROMOTIVE  LINES: 

To:   Senior  District  Water  Serviceman. 

From:   Meter  Reader. 


CLASS  TITLE:   SENIOR  DISTRICT  WATER  SERVICEMAN  CODE:   7317 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  work  of  a  number  of  district 
water  servicemen  in  investigating  complaints  of  inadequate  water  supply, 
objectionable  water  quality,  pressure,  noise,  damage  to  meters  and  other 
faults;  reads  meters  of  closing  accounts;  makes  collections;  installs, 
repairs,  replaces  and  makes  field  tests  of  meters;  shuts  off  and  turns  on 
services;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  for  investigating,  testing  and  repairing  consumer 
water  services;  making  contacts  with  the  general  public,  property  owners, 
tenants  and  building  managers  for  furnishing  or  obtaining  information  and 
explaining  specialized  matters  pertaining  to  water  service;  gathering, 
checking,  reviewing  and  approving  operating  records  pertaining  to  water 
services.  Nature  of  work  requires  some  physical  effort  and  manual  dex- 
terity when  personally  making  special  investigations  in  the  field  and 
occasional  exposure  to  accident  and  health  hazards  and  somewhat  disagree- 
able elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  district  water  servicemen  in  performing 
various  investigations,  tests,  maintenance  and  repair  duties  to  consumer 
water  services  in  an  assigned  district;  assigns  duties  to  individual 
employees;  reviews  completed  work;  personally  participates  in  performing 
the  more  difficult  tasks  and  handling  the  more  important  negotiations 
with  consumers  or  their  representatives. 

2.  Schedules  and  conducts  field  flow  tests  of  meters  to  discover 
and  correct  under  and  over  registration;  makes  field  determinations  of 
percentage  of  error  in  registration;  calculates  the  corrective  gear  changes 
and  directs  the  making  of  such  changes  and  subsequent  confirming  tests  in 
the  presence  of  representatives  concerned;  prepares  detailed  reports  of 
field  flow  tests  and  maintains  related  master  file  of  flow  test  and  re- 
pair to  large  meters. 

3.  Observes  and  records  registrations  of  water  flows  through  meters 
on  transmission  supply  lines;  obtains  and  records  chlorine  residuals  and 
pressures;  observes  and  makes  necessary  adjustments  at  chlorine  station; 
observes  flow  recorders  and  adjusts  same,  as  necessary. 

h.     Makes  observations  and  records  daily  deliveries  of  water  from 
department  wells;  determines  and  computes  volume  of  water  used  for  irri- 
gation purposes;  obtains  precipitation  measurements  at  rainfall  stations; 
makes  statistical  compilations  of  various  data  for  the  preparation  of 
daily  and  weekly  reports  of  water  storage,  weir  measurements,  meters  and 
railfall  to  present  a  complete  and  accurate  inventory  of  water  received 
and  utilized. 

5.  Makes  comprehensive  surveys,  as  necessary,  regarding  water  ser- 
vice; installs  fixtures  for  use  in  various  types  of  buildings,  commercial 
establishments,  industrial  plants,  and  other  locations;  makes  necessary 
inspections,  investigations  and  tests;  prepares  related  records  and 
reports  of  findings  and  recommendations  for  remedying  conditions  found. 


CLASS  TITLE;   SENIOR  DISTRICT  WATER  SERVICEMAN  (continued)   CODE:   7317 

6.  Responds  to  complaints  regarding  water  qualify;  conducts  various 
tests  and  recommends  proper  remedial  action;  collects  water  samples  from 
various  sources  for  bacteriological,  chemi  al  and  other  analyses;  makes 
limited  chemical  tests  in  the  field. 

7.  Makes  investigations  and  tests  of  possibilities  of  cross  connec- 
tions and  back-flow  when  evidences  of  such  cases  are  suspected;  tests 
operation  of  existing  check  valves  to  detect  faulty  operation;  issues 
orders  for  repair  or  replacement  of  defective  valves. 

8.  Inspects  chlorinators  and  flow  meters  and  maintains  records  indi- 
cating amount  of  chlorine  used;  maintains  and  repairs  equipment;  inspects 
flouridating  machines;  composes  related  records  and  makes  repairs,  as 
necessary. 

9.  Disinfects  new  and  repaired  water  mains,  fittings  and  reservoirs 
with  disinfecting  compounds  such  as  hypochlorite  solution,  chlorine  gas, 
etc. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  experience  in  various  phases  of  water 
service  field  operations,  including  meter  reading,  inspection,  investiga- 
tion, consumer  service  repairs  and  similar  activities;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
water  distribution  system  and  consumer  services;  water  meters  and  domestic 
and  commercial  plumbing  systems  and  fixtures. 

Requires  ability  to:  make  detailed  and  accurate  field  investigations 
and  determinations;  detect  faults  and  remedy  conditions  found  or  initiate 
and  recommend  alterations  and  repairs  as  deemed  necessary;  deal  amiably 
and  favorably  with  consumers,  property  owners,  tenants,  property  managers 
and  others,  frequently  under  strained  and  unfriendly  conditions;  direct 
a  number  of  subordinate  employees  in  performing  similar  ope 

PROMOTIVE  LINES- 

To:   Chief  District  Water  Serviceman 

<>.•   District  Water  Serviceman 


CLASS  TITLE:   ELECTRIC  MOTOR  MECHANIC  CODE:   7319 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  electrical  work  in  the 
maintenance  and  repair  of  electric  motors,  generators,  starters,  and 
control  auxiliaries;  and  performs  related  duties  as  required. 

Requires  responsibility  for  preparing  routine  records  of  work 
accomplished  and  time  expended.   Nature  of  work  requires:   some  physical 
effort  and  dexterity  in  the  use  of  the  fingers,  limbs  and  body;  continuous 
exposure  to  physical  and  working  conditions  where  minor  injuries  may  be 
encountered. 

EXAMPLES  OF  DUTIES: 

1.  Rewinds,  repairs  and  overhauls  electric  motors,  generators  and 
starters  for  a  wide  variety  of  equipment  and  installations. 

2.  Diagnoses  trouble  and  makes  repairs  to  electrical  motor  controls, 
boiler  controls  and  similar  electric  controls  on  various  equipment  instal- 
lations. 

3.  Makes  changes  in  the  phases  and  speeds  of  electric  motors. 

U.  May  machine  parts,  such  as  bushings,  in  the  repair  of  motors, 
generators  and  similar  equipment. 

5.  May  prepare  materials  and  labor  cost  estimates  in  connection  with 
maintenance  and  repair  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  two  years  of  journeyman  level  experience  in  armature  winding 
and  related  electrical  repair  work,  preferably  including  experience  in 
general  electrical  maintenance  and  repair;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   electrical  theory,  particularly  as  applied  to  the  requirements  of 
generators,  motors  and  similar  electrical  equipment;  the  machines,  tools, 
and  processes  used  in  the  maintenance  and  repair  of  such  equipment. 

Requires  considerable  ability  to.  work  from  detailed  wiring  diagrams 
and  drawings;  analyze  and  determine  malfunctions  of  electrical  motors, 
generators  and  similar  equipment. 

Requires  considerable  skill  in  the  use  and  care  of  tools  and  equip- 
ment utilized  in  armature  and  coil  winding  and  electrical  repair  work. 

PROMOTIVE  LIMES: 

To:   Electrical  Motor  Mechanic  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   ELECTRICAL  MECHANIC  SUB-FOREMAN  CODE:   7320 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  electrical  repair  work 
in  the  maintenance  and  repair  of  electric  motors,  generators,  starters 
and  similar  electrical  equipment;  exercises  work  direction  over  a  small 
crew  of  subordinate  electrical  mechanics  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  maintenance  and  repair  of 
electrical  equipment;  making  occasional  contacts  with  other  departmental 
personnel  in  connection  with  electrical  maintenance  and  repair  activities; 
preparing  routine  reports  on  time  and  materials  used  on  maintenance  and 
repair  projects.   Nature  of  work  requires:   some  physical  effort  and 
dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  minor  injuries  may  occur. 

EXAMPLES  OF  DUTIES- 

1.  Supervises  the  repair  and  overhauling  of  a  wide  variety  of 
electric  motors,  starters,  generators,  electric  controls  and  equipment; 
inspects  completed  work  to  assure  conformance  with  instructions,  safety 
requirements  and  workmanship. 

2.  Operates  and  supervises  the  operation  and  care  of  a  variety  of 
shop  tools  and  equipment  used  in  the  repair  and  overhauling  of  electric 
motors  and  equipment. 

3.  Prepares  and  maintains  time  and  cost  records  of  the  various  jobs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  four  years  of  journeyman  level  experience  in  the  overhaul- 
ing and  repairing  of  electric  motors,  starters,  generators  and  similar 
types  of  equipment,  including  some  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  fundamentals  of  electricity;  the  methods  and  techniques 
utilized  in  the  repair  of  electrical  motors,  starters,  generators  and 
similar  equipment;  the  tools,  machines  and  equipment  utilized  in 
electrical  repair  work. 

Requires  ability  to:   assign  and  instruct  subordinate  personnel; 
analyze  and  determine  malfunctions  of  electrical  equipment  and  to  carry 
out  proper  corrective  measures. 

Requires  considerable  skill  in  the  use  of  tools  and  equipment 
necessary  to  the  repair  of  motors,  starters,  generators  and  similar 
types  of  electrical  equipment. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Electrical  Mechanic 


CLASS  TITLE:   ELEVATOR  MECHANIC  CODE:   7321 

CHARACTERISTICS  OF  THE  CLASS: 


me 


Under  general  supervision,  performs  skilled  electricial  and 
chanical  work  in  the  installation,  inspection,  maintenance  and  repair 
of  elevators  and  appurtenant  equipment;  and  performs  related  duties  as 
required. 

Nature  of  work  requires:   considerable  physical  effort  and  manual 
dexterity;  frequent  exposure  to  working  conditions  where  serious  injuries 
may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Inspects,  maintains,  remodels  and  repairs  elevators  and  com- 
ponent equipment,  including  hoisting  equipment,  electrical  and  mechanical 
parts  of  motors,  generators,  signal  systems,  ropes,  control  cables, 
safety  devices,  air  compressor,  hydraulic  bumpers,  guide  rails  and  brakes. 

2.  Tests  to  locate  such  faults  as  defective  cage  doors  and  locks, 
elevator  cables,  governors  controlling  speed  and  distance  of  cab  fall 
and  signal  and  safety  systems. 

3.  Tests  electrical  features  of  elevator  equipment  for  shorts  and 
grounds  and  clears  them. 

!u   Maintains,  inspects,  repairs  and  occasionally  assembles  all 
elevator  machinery,  including  electric,  hydraulic,  belt,  compressed  air 
and  hand  power  equipment;  also  theater  stage  and  curtain  elevator 
machinery,  guides  and  rigging. 

5.   Determines  the  need  for  and  recommends  major  elevator  repairs 
and  overhauls. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  journeyman  level  elevator 
maintenance  and  repair  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
operating  characteristics  and  the  electrical  and  mechanical  parts  of 
elevator  systems:  the  design  and  construction  of  elevators  and  appurt- 
enant equipment  and  the  effective  methods  of  installing,  maintaining 
and  repairing  elevators  and  appurtenant  equipment;  applicable  safety 
codes  and  regulations;  electricity  and  electronics  as  related  to  the 
installation,  maintenance  and  repair  of  wiring,  electric  motors, 
electronic  control  system,  and  similar  equipment. 

Requires  ability  to:   recognize  and  correct  elevator  conditions 
that  might  be  hazardous  to  public  safety;  interpret,  read  and  work 
from  mechanical  and  electrical  diagrams. 

Requires  considerable  skill  in  the  use  of  the  tools  and  testing 
apparatus  of  the  craft. 


CLASS  TITLE:   ELEVATOR  MECHANIC  (continued)  CODE:   7321 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   FIRE  DEPARTMENT  WATER  SYSTEM  SUB-FOREMAN      CODE:   7323 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  supervising  the  maintenance 
and  repair  of  fire  hydrants  and  the  high  pressure  water  supply  system 
of  the  fire  department;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  en- 
forcing existing  methods  and  procedures  relative  to  the  maintenance  and 
repair  of  the  high  pressure  system;  making  occasional  responsible  con- 
tacts with  other  departmental  personnel  and  outside  organizations 
relative  to  maintenance  and  repair  projects;  preparing  and  maintaining 
ordinary  operational  and  maintenance  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  location  of  leakage  or  breaks  in  the  high 
pressure  water  supply  system;  inspects  and  tests  new  high  pressure 
hydrant  and  main  installations  and  alterations  to  insure  compliance 
with  specifications;  inspects  and  supervises  testing  of  new  standpipes 
and  alterations  to  standpipes  to  insure  compliance  with  the  fire  code. 

2.  Inspects  the  work  of  subordinantes  in  their  assigned  districts; 
supervises  and  inspects  the  construction  and  repair  of  cisterns, 
reservoir  tanks  and  pumps;  enforces  safety  measures  in  the  performance 
of  all  work  in  the  division;  trains  subordinates  in  work  methods  and 
procedures  including  the  use  of  tools  and  equipment;  assists  in  directing 
the  operation  of  valves  and  other  equipment  used  for  controlling  flow  and 
volume  of  water;  supervises  the  excavation  and  backfill  of  all  trenches 
dug  in  the  course  of  maintenance  activities;  inspects  trucks,  tools  and 
equipment  used  by  subordinates  for  proper  care  and  operation. 

3.  Assists  in  the  maintenance  of  complete  records  of  the  location 
of  both  low  and  high  pressure  fire  hydrants,  gate  valves,  cisterns  and 
suctions,  and  of  all  leakage  in  tanks,  reservoirs  or  high  pressure  mains. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  plumbing  experience  in  the 
maintenance  and  repair  of  high  pressure  water  distribution  systems,  in- 
cluding one  year  of  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
all  aspects  of  the  high  pressure  water  supply  system  of  the  fire  depart- 
ment and  the  methods,  procedures  and  equipment  used  in  its  service,  re- 
pair and  alteration;  applicable  fire  codes  and  regulations. 

Requires  ability  to:   supervise  and  inspect  the  work  of  subordinate 
personnel;  organize  and  supervise  repair  activities  under  emergency 
conditions;  prepare  and  maintain  operating  records  and  reports. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   FIRE  DEPARTMENT  WATER  SYSTEM  SUB-FOREMAN      CODE;   7323 
( continued ) 

PROMOTIVE  LINES: 

To:  Fire  Department  Water  System  Foreman 

From:   Utility  Plumber 


CLASS  TITLE:   FURNITURE  REFINISHER  CODE:   7321* 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  work  in  connection  with 
the  refinishing  of  class  room  and  office  furniture  and  appliances;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  following  established  methods  and  pro- 
cedures relating  to  furniture  refinishing  activities.  Nature  of  work 
requires  some  physical  effort  and  manual  dexterity  and  exposure  to  some- 
what disagreeable  working  conditions  due  to  paint  and  varnish  fumes. 

EXAMPLES  OF  DUTIES: 

1.  Performs  painting,  varnishing,  lacquering,  enameling  and  other 
finishing  of  furniture  and  appliances;  may  refinish  office  and  building 
fixtures. 

2.  Removes  old  finish  by  rubbing  surface  with  abrasives,  such  as 
sandpaper  or  steel  wool,  scraping  with  hand  tools,  or  applying  paint 
remover,  and  then  scraping  away  old  paint. 

3.  Fills  cracks  and  nicks  with  shellac  or  filler  and  smooths 
surfaces  with  sandpaper. 

h.  Covers  surfaces  with  enamel,  lacquer,  paint,  varnish  or  stain, 
and  polishes  surface. 

5.  Operates  spraygun  or  uses  brushes  to  apply  protective  or 
decorating  coats  of  varnish. 

6.  Cleans  and  maintains  spraygun,  brushes  and  other  equipment. 

7.  Maintains  and  prepares  simple  work  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  experience  in  furniture  refinishing 
work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  furni- 
ture refinishing  practices,  techniques,  tools  and  materials. 

Requires  ability  to  apply  finishes  by  brush  or  spraygun. 

Requires  skill  in  preparing  wood  and  metal  surfaces  for  finishing, 
and  in  the  utilization  of  related  tools  and  materials. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE j  GENERAL  UTILITY  MECHANIC  CODE:   7325 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  supervision,  performs  a  variety  of  skilled  mechanical 
work  in  connection  with  the  overhaul,  maintenance  and  repair  of  a  variety 
of  mobile  and  stationary  mechanical  plant  machinery  and  equipment;  and 
performs  related  duties  as  required. 

Nature  of  work  involves:   considerable  physical  effort  and  dexterity 
in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical  and 
working  conditions  where  minor  accidents  may  be  encountered. 

EXAMPLES  OF  DUTIES; 

1.  Makes  major  and  minor  repairs  to  various  components  of  a  wide 
variety  of  automotive  equipment  and  machinery. 

2.  Operates  a  wide  variety  of  machine  shop  equipment  in  connection 
with  fabricating  parts,  reboring,  grinding  and  repair  of  vehicle  compo- 
nents and  engines. 

3»  Makes  repairs  to  body,  fender  and  other  outside  auxiliaries  on 
automotive  equipment, 

h.      Performs  a  variety  of  welding,  burning  and  brazing  with  acetylene 
and  electric  welding  equipment, 

5.  Manufactures  and  repairs  powerhouse  and  turbine  parts  and  tools. 

6.  Welds  and  repairs  pipe  lines  and  transmission  towers;  fabricates, 
sharpens  and  works  with  a  variety  of  steel  tools  and  equipment;  operates 
forging  equipment  in  connection  with  such  work. 

7.  Repairs  hydrographic  measuring  equipment;  makes  mechanical  re- 
pairs to  pumps,  gaging  stations,  valves  and  equipment. 

8.  Prepares  and  maintains  rock  crushing  machinery  and  equipment. 

MINIMUM  REQUIREMENTS; 

Training  and  Experience;   Requires  completion  of  high  school  supple- 
mented by  at  least  three  years  of  journeyman  level  experience  in  the  main- 
tenance, repair  and  overhaul  of  a  variety  of  automotive  machinery  and  mech- 
anical equipment,  including  substantial  machine  shop,  blacksmithing  and 
metal  work  experience;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge  of: 
"Che  methods,  materials  and  equipment  used  in  the  overhauling,  maintenance 
and  repair  of  mobile  machinery  and  equipment:  tools  and  equipment  of  the 
mechanic,  machinist,  and  blacksmith  trades,  particularly  as  related  to  mo- 
bile and  stationary  plant  maintenance,  overhaul  and  repair  work;  the  opera- 
ting and  preventative  maintenance  requirements  of  a  wide  variety  of  mobile 
and  stationary  plant  equipment  and  machinery. 

Requires  considerable  ability  to:  analyze  malfunctions  in  mobile 
or  stationary  equipment  and  machinery  and  make  necessary  repairs. 

Requires  considerable  skill  in  the  use  of  a  wide  variety  of  shop 
tools,  machinery  and  equipment  in  connection  with  maintenance,  overhaul 
and  repair  work. 


CLASS  TITLE;  GENERAL  UTILITY  MECHANIC  ( continued)  CODE:   732^ 

License;  Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:  General  Utility  Mechanic  Foreman 

From:  Original  Entrance  Examination 


CLASS  TITLE:   GLAZIER  CODE:   7326 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  cutting,  fitting, 
installing  and  repairing  glass  in  all  types  of  windshields,  windows,  doors 
and  skylights;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   some  physical  effort  and  manual  dexterity 
in  the  use  of  the  fingers,  limbs  and  body;  exposure  to  working  conditions 
where  moderately  serious  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Cuts,  fits,  sets,  fastens  and  installs  glass  in  windows,  sky- 
lights, doors,  showcases,  -  frames  and  automotive  vehicles. 

2.  Repairs  leaks  in  windows  and  skylights;  cuts,  grinds  and  installs 
glass  tables,  desk  tops  and  mirrors. 

3.  Operates  a  variety  of  shop  machinery  and  equipment  in  connection 
with  glazing  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  two  years  of  journeyman  level  glazing  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  tools, 
materials  and  techniques  and  equipment  used  in  the  glazing  trade. 

Requires  ability  to  cut  and  handle  a  variety  of  glass. 

Requires  considerable  skill  in  the  use  of  glazing  tools  and  mater- 
ials and  equipment. 

License:   Requires  possession  of  a  valid  state  chauffeurs  license. 

PROMOTIVE  LINES: 

To:  Glazier  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   GRANITE  CUTTER  CODE:   7327 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  cutting,  chipping  and  shaping  of  granite  curbs;  and  performs  related 
duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  and  manual 
dexterity  in  the  use  of  the  fingers,  limbs  and  body;  exposure  to  physical 
and  working  conditions  where  moderately  serious  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Cuts  new  tops,  faces  and  joints  on  granite  curbs. 

2.  Fires,  sharpens  and  tempers  stone  cutting  tools. 

3.  Sorts  and  moves  stock  as  necessary  to  keep  curb  yard  orderly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  two  years  of  journeyman  level  granite  cutting 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
practices,  methods,  tools  and  materials  of  the  granite  cutting  trade. 

Requires  ability  to  follow  oral  and  written  instructions. 

Requires  considerable  skill  in  use  and  care  of  the  tools  and 
materials  of  the  granite  cutting  trade. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   HEAVY  EQUIPMENT  OPERATOR  CODE:   7328 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  one  or  more  types  of  heavy 
construction  equipment  in  connection  with  the  maintenance  and  construc- 
tion of  roads,  streets  and  other  projects;  and  performs  related  duties 
as  required. 

Nature  of  work  requires  some  physical  effort  and  dexterity  in  the 
use  of  the  fingers,  limbs  and  body;  nature  of  work  involves  exposure  to 
physical  and  working  conditions  where  moderately  serious  injuries  may 
occur. 

EXAMPLES  OF  DUTIES: 

1.  Operates  large  motor  graders,  bull  dozers,  power  shovels, 
crane  and  hoisting  equipment  in  connection  with  various  construction 
and  maintenance  projects. 

2.  Operates  bull  dozers  in  connection  with  land  fills  in  dump 
areas. 

3.  Operates  heavy  truck  and  trailer  in  hauling  road  rollers  and 
bull  dozers  to  work  sites. 

U.   Services  and  makes  repairs  to  heavy  equipment. 

5.  May  operate  other  types  of  trucks  or  motor  vehicles  in  the 
hauling  of  materials,  men  and  supplies  to  work  areas. 

6.  Operates  back  hoe  and  heater,  planer  in  excavating  and  making 
street  repairs. 

7.  Operates  a  variety  or  cranes  and  hoisting  equipment  in  the 
laying  of  sewer  and  water  lines  and  in  the  moving  of  equipment  and 
machinery. 

8.  Operates  asphalt  spreading  equipment  in  making  street  repairs 
and  laying  new  streets. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  six  years  of  responsible  experience  in  the 
operation  of  heavy  mobile  construction  equipment;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
ol':   the  operation,  maintenance  and  servicing  requirements  of  a  wide 
variety  of  heavy  construction  equipment  and  vehicles;  existing  laws, 
rules  and  regulations  governing  the  operation  of  heavy  equipment. 

Requires  ability  to:  skillfully  operate  a  wide  variety  of  heavy 
equipment;  follow  oral  and  written  instructions;  keep  routine  records 
of  equipment  operations. 

License:  Requires  possession  of  a  valid  state  chauffeur's  license. 


CLASS  TITLE:   HEAVY  EQUIPMENT  OPERATOR  (continued)        CODE:   7328 

PROMOTIVE  LINES: 

To:   Heavy  Equipment  Dispatcher 

From:  Motor  Equipment  Operator 

Original  entrance  examination 


CLASS  TITLE:   HOSPITAL  INSTRUMENT  AND  EQUIPMENT  CODE:   7329 

MECHANIC 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  variety  of  designing, 
fabricating,  maintenance  and  repair  operations  for  institutional  in- 
struments, furniture,  equipment  and  specialized  machines  and  apparatus; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  established  methods  and 
procedures  applicable  to  the  particular  types  of  work  done;  making 
routine  contacts  with  various  supervisory  and  other  personnel  in 
different  departments  and  occasional  outside  contacts  in  furnishing  or 
obtaining  necessary  information  on  specialized  matters;  preparing  routine 
records  and  simple  reports  indicating  time  and  work  accomplished.  Nature 
of  work  involves  some  physical  effort  involving  continuous  light  work  and 
occasional  heavy  work. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  variety  of  designing,  fabricating,  maintenance  and 
repair  operations  on  hospital  furniture,  equipment  units,  instruments 
and  specialized  machines;  repairs  metal  beds,  cribs,  wheel  chairs, 
bedside  tables  and  rolling  equipment  units  such  as  hand  trucks, 
guerneys  for  laundry,  kitchen,  diet  laboratory,  surgery,  X-ray  and  other 
mobile  units. 

2.  Repairs  bedside  suction  machines,  air  pressure  machines,  oxygen 
equipment,  operating  tables,  anesthesia  apparatus,  oxygen  tents,  respira- 
tors, surgical  instruments  and  mechanical  walkers. 

3.  Repairs  kitchen  and  diet  laboratory  machinery  and  equipment; 
repairs  bakery  equipment  such  as  mechanical  mixers;  repairs  vegetable 
processing  machines  such  as  potato  peelers,  slicers  and  choppers. 

h.      Repairs  laundry  equipment,  washers,  extractors,  mangels  and 
tumblers. 

5.  Repairs  instrument  sterilizers,  autoclaves  and  other  similar 
equipment . 

6.  Operates,  maintains  and  repairs  machine  shop  equipment,  in- 
cluding lathe,  drill  press,  grinder,  electric  hand  tools  and  other 
tools  and  equipment. 

7.  Performs  various  blacksmi thing  and  machine  operations  in 
connection  with  maintenance  and  repair  duties;  makes  springs,  tempers 
steel,  does  necessary  welding. 

8.  Designs  and  fabricates  special  orthopedic  equipment  such  as 
special  frames,  parts  for  overhead  frames,  special  pins,  pullers  and 
drivers;  designs  and  makes  special  devices  as  requested  and  developed 
by  hospital  physicians. 

9.  Designs  and  fabricates  mechanical  walkers,  special  trucks, 
carts  and  other  mobile  equipment  to  meet  special  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  journeyman  level  experierce  in 


CLASS  TITLE:   HOSPITAL  INSTRUMENT  AND  EQUIPMENT  CODE:   7329 

MECHANIC   (Continued) 

general  mechanical  maintenance  and  repair  of  a  wide  variety  of  equip- 
ment and  apparatus;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
the  methods,  techniques,  materials  and  tools  used  in  the  maintenance 
and  repair  of  a  wide  variety  of  specialized  equipment  and  apparatus; 
machine  shop  operations,  instrument  making,  woodworking,  welding  and 
similar  crafts. 

Requires  considerable  ability  to  design,  fabricate,  maintain  and 
repair  a  wide  variety  of  specialized  equipment  and  apparatus. 

Requires  considerable  skill  in  the  use  of  hand  tools  and  shop 
equipment  used  in  several  of  the  common  crafts. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   INSTRUMENT  MAKER  CODE:   7331 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  highly  skilled  machine  and 
instrument  making  work  in  connection  with  the  fabrication,  maintenance 
and  repair  of  fire  alarm  and  police  communication  equipment;  and  performs 
related  duties  as  required. 

Nature  of  work  requires:   some  physical  effort  and  considerable 
dexterity  in  the  use  of  the  fingers  and  limbs;  continuous  exposure  to 
physical  and  working  conditions  where  minor  injuries  may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Repairs,  rebuilds  and  manufactures  tools,  equipment  and  com- 
ponent parts  of  traffic,  police  and  fire  communications  equipment. 

2.  Manufactures  tools,  jigs,  fixtures  and  patterns;  machine 
parts  and  castings  and  cuts  gears;  wires  coils;  wires  instruments  and 
tests  circuits  in  connection  with  the  maintenance,  repair  and  manu- 
facture of  such  equipment  and  facilities. 

3.  Operates  gas  and  electric  welding  equipment  in  the  manufacture 
of  instruments  and  communication  system  components. 

k.      Cleans  parts  with  chemicals  and  solvents  and  refinishes  such 
parts  with  protective  coatings. 

5.   Repairs  and  manufactures  parts  for  relays  and  electronically 
controlled  instruments;  manufactures  and  repairs  special  tools  and 
equipment  necessary  to  instrument  making  activities. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  journeyman  level  experience 
as  a  machinist  and/or  tool  and  die  maker  in  work  involved  in  the  con- 
struction, manufacture,  maintenance  and  repair  of  precision  instru- 
ments and  tools;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  principles,  methods,  materials,  tools  and  equipment  used  in 
machine  shop  work;  the  properties  and  methods  of  working  and  machining 
various  metals;  instrument  making;  the  methods,  materials,  tools  and 
equipment  used  in  emergency  communication  systems;  electrical  systems, 
equipment  and  fundamental  electrical  principles. 

Requires  considerable  ability  and  skill  to:  operate  precision 
machine  tools  and  equipment;  read  and  work  from  plans,  drawings  and 
blue  prints;  use  machine  tools  and  equipment. 

PROMOTIVE  LINES: 

To:  Machinist  Foreman 

Instrument  Maker  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   JUNIOR  OPERATING  ENGINEER  CODE:   7333 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  in  or  operates  and  maintains  pumping, 
heating,  ventilating  and  auxiliary  plant  machinery  and  equipment  during 
an  assigned  watch;  makes  minor  operating  rep'airs  and  adjustments  to  such 
machinery  and  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  relating  to  the  operation  and  maintenance  of  pumping,  heating, 
ventilating  and  auxiliary  plant  machinery  and  equipment;  preparing 
routine  plant  operating  reports.   Nature  of  work  requires:   some  physical 
effort  in  the  cleaning  and  repair  of  machinery  and  equipment;  exposure  to 
working  conditions  where  minor  abrasions,  bruises  and  burns  may  be 
encountered;  occasional  disagreeable  work  inside  close  and  dirty  spaces. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  operation,  installation,  overhaul  and  repair 
of  high  and  low  pressure  boilers,  burners,  combustion  control  devices, 
valves,  traps  and  accessories,  electric  gas  and  steam  heating  systems, 
ventilation  and  air-conditioning  systems,  radiators,  refrigeration  systems 
and  equipment,  elevators,  water  pumps  and  valves,  water  drainage  systems 
and  ala1:-.:  systems. 

2.  Operates,  tests,  cleans,  paints  and  lubricates  switching  and 
controlling  equipment  of  motor  driven  pumps,  generators,  air  compressors, 
ventilating  fans,  circuit  breakers,  elevators,  laundry  machines,  water 
heating  and  pumping  equipment  and  cable  winding  machinery  and  other 
auxiliary  equipment. 

3.  Stands  assigned  watch  operating  pumping,  heating  and  ventilat- 
ing and  auxiliary  equipment;  cleans  engine  or  machine  room  and  other  assigned 
spaces;  makes  minor  repairs  to  electrical,  plumbing,  heating,  ventilating, 
pumping  and  auxiliary  equipment. 

U.  Assists  in  maintaining  log  of  shift  operations;  takes  and  records 
meter  readings  and  temperatures;  changes  charts  and  recordings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  three  years  of  experience  in  the  maintenance,  repair 
and  operation  of  a  variety  of  mechanical  and  electrical  plant,  heating, 
ventilating  and  related  equipment;  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the 
operation  and  maintenance  requirements  of  a  wide  variety  of  bumping,  heating, 
ventilating  and  related  plant  machinery  and  equipment;  applicable  safety 
codes  and  regulations. 

Requires  ability  to:   operate,  repair  and  maintain  a  wide  variety 
of  mechanical,  heating,  ventilating  and  similar  plant  machinery  and 
equipment;  maintain  simple  plant  operating  records. 


CLASS  TITLE:    JIMIOR  OPERATING  ENGINEER  (Continued)        CODE:   7333 

PROMOTIVE  LINES: 

To:    Operating  Engineer 

Sewage  Plant  Operator 

From:  Original  entrance  examination 


CLASS   TITLE:   OPERATING  ENGINEER  CODE:  733k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  and  maintains  pumping,  heating, 
ventilating  and  ausiliary  plant  machinery  and  equipment  during  an 
assigned  watch;  makes  operating  repairs  and  adjustments  to  electric 
motors,  boilers,  pumps,  compressors,  alarm  systems,  switchboards,  con- 
trols, elevators  and  other  machinery;  may  supervise  the  activities  of 
a  small  number  of  subordinates  engaged  in  such  work;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  the  operation  and  maintenance  of 
pumping,  heating,  ventilating  and  auxiliary  machinery  and  equipment; 
keeping  routine  plant  operating  records.  Nature  of  the  work  requires: 
some  physical  effort  in  repair  and  upkeep  of  machinery  and  equipment; 
exposure  to  working  conditions  where  minor  abrasions,  bruises  and 
burns  maj  be  encountered;  occasional  disagreeable  work  inside  close 
and  dirty  spaces. 

EXAMPLES  OF  DUTIES: 

1.  Operates,  overhauls  and  makes  repairs  to  high  and  low  pressure 
boilers,  burners,  combustion  control  devices,  steam  valves,  traps  and 
accessories,  electric,  gas  and  steam  heating  systems,  ventilation  and 
air-conditioning  systems,  radiators,  refrigeration  systems  and  equip- 
ment, elevators,  water  pumps  and  valves,  water  drainage  system  and  alarm 
systems. 

2.  Operates,  tests,  cleans,  paints  and  lubricates  switching  and 
controlling  equipment,  motor  driven  pumps,  generators,  motors,  air  com- 
pressors, ventilating  fans,  circuit  breakers,  elevators,  laundry  machines, 
condensate  and  sump  pumps,  water  heating  and  pumping  equipment  and  cable 
winding  machinery  and  other  auxiliary  equipment. 

3.  Maintains  log  on  shift  operations,  takes  and  records  meter  read- 
ings and  temperatures,  changes  charts  and  recordings. 

k.      Inspects  fire  prevention  equipment  to  assure  proper  functioning; 
checks  batteries  and  makes  replacements  as  necessary;  may  perform  minor 
machine  shop  operations. 

5.  May  operate  a  water  treatment  plant;  may  operate  and  make  minor 
repairs  to  chlorination,  lime  and  other  water  treatment,  water  controlling 
and  metering  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  experience  in  the  maintenance, 
repair  and  operation  of  a  variety  of  mechanical  and  electrical  pumping, 
heating,  ventilating  and  related  plant  machinery  and  equipment;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
the  operation  and  maintenance  requirements  of  a  wide  variety  of  pumping, 
heating,  ventilating  and  related  plant  machinery  and  equipment,  and  the 


CLASS  TITLE:   OPERATING  ENGINEER  (Continued)  CODE:  733U 

tools  and  equipment  necessary  to  their  proper  care;  applicable  safety- 
codes  and  regulations. 

Requires  ability  and  skill  to:   operate,  repair  and  maintain  a 
variety  of  pumping,  heating,  ventilating  and  similar  plant  machinery 
and  equipment;  maintain  plant  operating  records;  use  hand  tools. 

PROMOTIVE  LINES: 

To:   Senior  Operating  Engineer 

Senior  Sewage  Plant  Operator 

From:   Junior  Operating  Engineer 


CLASS  TITLE;   SENIOR  OPERATING  ENGINEER  CODE:   7335 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  supervising  the  operation  and 
maintenance  of  pumping,  heating,  ventilating  and  auxiliary  machinery  and 
equipment  in  a  large  complex  facility;  or  in  a  large  number  of  less 
complex  facilities;  or  supervises  such  work  in  a  moderately  complex 
facility;  personally  performs  responsible  operation  and  maintenance  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and  enfor- 
cing existing  methods  and  procedures  relating  to  the  operation  and 
maintenance  of  pumping,  heating  and  ventilating  plant  machinery  and 
equipment;  making  occasional  contacts  with  other  departmental  personnel 
in  connection  with  plant  maintenance  and  operation  activities;  gathering 
and  maintaining  various  plant  operating  records  and  reports.   Nature  of 
work  requires  some  physical  effort  and  manual  dexterity  in  maintenance 
and  operation  activities. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  supervising  and  personally  participates  in  the  opera- 
tion, maintenance  and  repair  of  pumping,  ventilating  and  heating  equip- 
ment, including  fans,  pumps,  air  conditioners  and  auxiliary  equipment; 
the  maintenance  and  repair  of  elevators  and  specialized  kitchen,  labor- 
atory and  laundry  equipment  and  facilities. 

2.  Operates  and  maintains  high  pressure  boilers,  fans,  pumps, 
refrigeration  equipment,  electrical  generators,  air  compressors  and 
various  other  mechanical  and  electrical  plant  machines  and  equipment; 
makes  periodic  inspections  and  tests  of  machinery  and  equipment  to 
assure  proper  operation  and  determine  the  necessity  for  repair  or  main- 
tenance; cleans,  paints  and  lubricates  plant  machinery  and  equipment, 
as  required;  checks  and  repairs  automatic  temperature  and  humidity  con- 
trols and  replaces  parts,  as  necessary;  repairs  and  replaces  switches 
and  relays  on  control  panels. 

3.  Prepares  shift  schedules  and  work  assignments  for  subordinate 
personnel;  orders  supplies,  parts  and  equipment  necessary  for  operation 
and  maintenance  activities;  takes,  records  and  computes  various  meter 
readings  reflecting  plant  operations;  answers  emergency  calls  from 
various  locations  or  departments  in  connection  with  heating  and  venti- 
lating machinery  and  equipment  breakdown  or  malfunctions;  makes  emer- 
gency repairs  or  alterations  in  such  cases;  instructs  other  operating 
personnel  in  the  proper  operation  of  boilers,  fans,  heating  equipment 
and  boiler  feed  water  treatment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsible  experience 
in  the  maintenance,  repair  and  operation  of  a  variety  of  mechanical  and 
electrical  pumping,  heating,  ventilating  and  related  plant  machinery 
and  equipment,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  OPERATING  ENGINEER  (Continued)        CODE:   7335 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  operation  and  maintenance  requirements  of  a  wide  variety  of 
pumping,  heating,  ventilating  and  related  plant  machinery  and  equipment 
and  the  tools  and  equipment  necessary  to  their  proper  care;  applicable 
safety  codes  and  regulations. 

Requires  considerable  ability  to:   operate,  repair  and  maintain  a 
variety  of  pumping,  heating,  ventilating  and  similar  type  plant  machinery 
and  equipment;  assign,  supervise  and  inspect  the  work  of  subordinate 
personnel;  maintain  plant  operating  records  and  prepare  related  reports. 

PROMOTIVE  LINES: 

To:   Chief  Operating  Engineer 

From:   Operating  Engineer 


CLASS  TITLE:   LIGHT  MOTOR  EQUIPMENT  OPERATOR  CODE:   7337 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  various  types  of  light  motor 
vehicles  and  other  automotive  equipment  in  connection  with  construction 
and  maintenance  operations  and  the  pick-up  and  delivery  of  supplies  and 
materials;  loads  and  unloads  materials  and  supplies  from  vehicle;  may 
perform  routine  servicing  of  vehicle;  and  performs  related  duties  as 
required. 

Requires  some  responsibility  for  making  limited  and  routine  contacts 
with  other  departmental  personnel  and  outside  organizations  relative  to 
the  pick-up  and  delivery  of  supplies  and  materials;  nature  of  work  requires 
some  physical  effort  in  loading,  unloading  and  delivering  materials  and 
supplies. 

EXAMPLES  OF  DUTIES: 

1.  Drives  motor  vehicles,  usually  not  exceeding  2-ton  rated  capacity, 
in  hauling  and  delivering  materials  and  supplies  such  as  laundry,  furni- 
ture, automotive  parts,  machinery,  mail,  garbage  and  refuse  and  other 
materials,  as  required  or  assigned. 

2.  Drives  a  light  tractor,  tractor-loader  and  other  light  motorized 
equipment  in  connection  with  the  maintenance  of  grounds  and  athletic 
fields  or  other  construction  and  maintenance  operations. 

3.  May  perform  simple  vehicle  maintenance  and  repair  work,  including 
servicing  vehicle  with  gasoline  and  oil,  checking  and  changing  tires  and 
washing  and  occasionally  lubricating  the  vehicle. 

k.     May  operate  two-way  radio  telephone  equipment. 

5>.   May  make  routine  purchases  from  various  vendors,  as  required. 

6.  May  perform  simple  clerical  and  office  tasks  when  not  operating 
assigned  vehicle  and  prepare  daily  reports  on  gasoline  and  mileage  of 
vehicle. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  experience  in  the  operation  of 
light  trucks  or  similar  types  of  motor  vehicles  and  equipment;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   automotive 
equipment  operations,  service  and  maintenance  requirements;  existing 
traffic  laws,  rules  and  regulations. 

Requires  ability  to:   follow  oral  and  written  instructions;  perform 
work  involving  physical  effort. 

Requires  skill  in  the  operation  of  light  trucks  and  other  motorized 
equipment. 

License:   Requires  possession  of  a  valid  state  chauffeur's  license. 


CLASS  TITLE:   LIGHT  MOTOR  EQUIPMENT  OPERATOR  (continued)   CODE:   7337 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 
Chauffeur 


CLASS  TITLE:   LINEMAN  CODE:   7339 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  line  work  in  the  install- 
ation, maintenance  and  repair  of  overhead  and  underground  lines  for  police 
and  fire  alarm  signal  and  communication  systems  or  transit  power  lines;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  maintaining  routine  records  of  time 
worked  and  materials  expended  on  various  work  projects.  Nature  of  work 
involves:   some  physical  effort  and  dexterity  in  the  use  of  fingers, 
limbs  and  body;  continuous  exposure  to  physical  and  working  conditions 
where  serious  injuries  may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Installs  and  maintains  poles,  cross  arms  and  related  hardware 
for  overhead  lines  and  feeders. 

2.  Installs  and  maintains  underground  cables  and  feeders  and  re- 
lated auxiliary  equipment. 

3.  Installs  and  maintains  air  raid  sirens,  fire  alarm  boxes, 
telephone  systems,  block  and  warning  signals  and  lighting  circuits; 
maintains  alarm  bells  and  telegraphic  equipment  in  fire  stations. 

k.     Inspects  and  paints  siren  towers,  radio  towers  and  power  line 
poles;  trouble  shoots,  locates  and  repairs  circuits  in  the  communication 
systems . 

5.  Tests  and  inspects  fire  alarm  boxes;  patrols  and  inspects  over- 
head lines  and  circuits  to  identify  faulty  or  worn  parts  relative  to 
necessary  replacement  and  repair. 

6.  Replaces  traffic  signal,  fire  alarm  and  police  call  boxes 
damaged  by  vehicles. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  two  years  of  journeymen  level  experience  in  the 
maintenance  and  repair  of  low  and  high  voltage  overhead  and  underground 
lines  and  circuits;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   electrical  theory  and  practices,  particularly  as  they  relate  to 
overhead  and  underground  systems;  the  tools,  materials  and  equipment 
utilized  in  the  maintenance  and  repair  of  such  systems. 

Requires  ability  to:   work  from  plans,  drawings  and  circuit 
diagrams;  analyze  and  evaluate  malfunctions  in  systems  and  make  effec- 
tive repairs . 

Requires  considerable  skill  in  the  application  of  electrical  theory 
and  practices  to  practical  maintenance  and  repair  problems. 


CLASS  TITLE:   LINEMAN  (Continued)  CODE:   7339 

License:   Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator's license. 

PROMOTIVE  LINES: 

To:   Lineman  Foreman 

From:  Original  entrance  examination 


CLASS  TITLE:   LINEMAN  SUB-K) REMAN  CODE:   731+0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  line  work  in  the  main- 
tenance, repair  and  installation  of  overhead  and  ■underground  high  voltage 
transmission  lines;  exercises  work  direction  over  a  small  crew  of  jour- 
neymen linemen  engaged  in  such  work}  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  explaining  and  carrying  out  existing 
methods  and  procedures  related  to  line  maintenance  and  repair  activities; 
making  occasional  contacts  with  other  departments  and  the  general  public 
in  connection  with  line  maintenance  and  repair  activities;  preparing  and 
maintaining  routine  records  of  time  worked  and  materials  expended.  Nature 
of  work  involves:   considerable  physical  effort  and  dexterity  in  the  use 
of  fingers,  limbs  and  body;  frequent  exposure  to  physical  and  working 
conditions  where  serious  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Participates  in  and  exercises  work  direction  over  the  erection 
of  new  transmission  lines,  the  installation  of  equipment  and  hardware 
and  the  repair  of  damaged  lines  and  equipment. 

2.  Inspects  and  supervises  the  inspection  of  overhead  transmission 
lines,  feeders,  circuit  breakers  and  other  accessories. 

3.  Cleans  and  supervises  the  cleaning  and  painting  of  poles  and 
hardware . 

k.     Responds  to  emergency  line  breakdowns  and  makes  necessary  repairs. 
$o      Prepares  records  of  time  worked,  work  performed  and  materials 
used  on  various  projects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  four  years  of  journeyman  level  experience  in  the  main- 
tenance and  repair  of  overhead  and  underground  high  voltage  lines  and 
equipment,  including  some  supervisory  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   electrical  theory,  particularly  as  applied  to  high  voltage  trans- 
mission lines  and  facilities;  overhead  and  underground  transmission  line 
construction  and  maintenance  methods. 

Requires  considerable  ability  to:   analyze  and  locate  faults  in 
transmission  lines  and  make  necessary  repairs;  read  and  interpret  plans 
and  drawings;  requires  some  supervisory  ability. 

Requires  considerable  skill:  in  the  application  of  electrical 
principles,  procedures  and  methods  to  field  maintenance  and  repair  prob- 
lems; and  agility  in  climbing  poles  and  towers;  in  the  use  of  line  main- 
tenance and  repair  tools  and  equipment. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tors license. 


CLASS  TITLE:     LINEMAN  SUB-FOREMAN     (continued)  CODE:     73l*0 

PROMDTIVE  LINES: 

To:     Lineman  Foreman 

From:     Lineman 


CLASS  TITLE:   LOCKSMITH  CODE:    73I4.2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  locksmith  work  in  con- 
nection with  the  installation,  maintenance,  adjustment  and  servicing  of 
all  types  of  locks,  locking  devices  and  related  hardware?  and  performs 
related  duties  as  required. 

Requires  responsibility  for  explaining  and  carrying  out  existing 
methods  and  procedures  related  to  all  locksnri.  thing  operations 5  making 
routine  contacts  with  other  departments  in  connection  with  maintenance 
activities;  preparing  routine  reports  of  time  worked  and  materials  expended. 

EXAMPLES  OF  DUTIES: 

1.  Adjusts,  repairs  or  replaces  lock  tumblers  and  combinations. 

2.  Selects  key  blanks,  cuts  by  hand  or  machines  and  fits  keys  to  locks; 
fabricates  duplicate  keys  as  required. 

3.  Opens  locks  where  keys  or  combinations  do  not  operate. 
U.  Devises  and  adjusts  master  key  systems. 

5'«   Performs  work  with  such  tools  and  equipment  as  lathes,  drills,  lock- 
picks,  and  files. 

6.  Maintains  key  records  and  security  of  duplicate  keys. 

7.  Adjusts,  services,  and  repairs  panic  door  hardware  and  door  checks. 

8.  Rebuilds,  services  and  performs  related  installation  of  locking 
equipment  including  overhead  closers,  automatic  door  closers  and  hold-backs 
of  all  kinds. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  locksmi thing  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  design,  construction,  installation,  maintenance,  operation,  repair  and 
rebuilding  of  all  types  of  locks;  key  code  systems  and  the  ability  to  de- 
cipher them;  installing,  adjusting  and  repairing  of  panic  doer  device?  and 
door  checks. 

Requires  ability  to:  set  up  master  key  systems  and  fabricate  master 
keys;  formulate,  operate  and  maintain  key  code  systems;  work  from  written 
plans  and  specifications. 

Requires  considerable  skill  in  the  installation,  maintenance,  operation 
and  repair  or  rebuilding  of  all  types  of  locks  and  in  the  use  of  locksmi th- 
ing tools  and  equipment. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Locksmith  Foreman 

From:   Original  Entrance  Examination 


CLASS  TITLE:   MACHINIST  CODE:   73U3 

CHARACTERISTICS  OF  THE  CLASS 

Under  general  supervision,  perforins  skilled  machinist  work  in 
connection  with  the  manufacture,  construction,  assembly,  installation 
and  repair  of  a  wide  variety  of  castings,  machinery,  equipment,  valves 
and  instruments;  and  performs  related  duties  as  required. 

Nature  of  work  requires:  some  physical  effort  and  considerable 
dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous  exposure 
to  physical  and  working  conditions  where  minor  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Operates  and  maintains  lathes,  drills,  presses,  milling  machines, 
planers,  shapers,  grinders  and  other  common  machine  tools  in  the  contrac- 
tion and  repair  of  parts,  tools,  fixtures  and  machinery. 

2.  Makes  estimates  of  materials,  labor  costs  and  machinery  work. 

3.  Dismantals  machinery  and  equipment  and  inspects  parts  for  wear; 
machines  or  fabricates  new  parts  as  necessary;  may  reassemble  such 
equipment. 

U.  May  weld  broken  pieces  of  equipment. 

5.  May  perform  field  overhauling  of  pumps,  valves  and  similar  pipe 
line  facilities, 

6,  Repairs  and  maintains  machine  shop  tools  and  equipment;  makes 
special  tools  when  required. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  machinist  experience; 
cr  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  principles,  methods,  materials,  tools  and  equipment  used  in  machine 
shop  work;  various  metals,  their  characteristics,  and  the  methods  of 
cutting  and  machining  them. 

Requires  considerable  ability  to:   read  and  work  from  plans  and 
drawings;  keep  simple  records  and  make  reports  on  machines  and  machine 
shop  activities , 

Requires  a  high  degree  of  skill  in  the  use  and  operation  of  machine 
tools,  materials  and  equipment. 

PROMOTIVE  LINES: 

To:   Instrument  Maker  Foreman 
Madhinist  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   CARPENTER  CODE:   73UU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  carpentry  work  in  connect- 
ion with  the  maintenance  and  repair  of  city  structures ,  installations  and 
facilities; and.  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  our  existing 
methods  and  procedures  relative  to  maintenance  and  repair  activities;  making 
occasional  contacts  with  other  departmental  personnel  and  outside  organiza- 
tions in  connection  with  carpentry  activities;  preparing  routine  records  and 
reports  of  time  worked  and  materials  used. 

EXAMPLES  OF  DUTIES: 

1.  Performs  carpentry  duties  in  connection  with  a  wide  variety  of 
building  alterations,  maintenance  and  repair  projects  and  other  appurtenant 
and  miscellaneous  structures;  builds  and  erects  stairs,  partitions,  barricades, 
sheds,  concrete  forms,  bleachers,  scaffolding,  fences  and  other  items. 

2.  Lays  and  renews  floors,  baseboards  and  moulding  in  officer,  shops 
or  transit  equipment. 

3.  Repairs  desks,  tables,  chairs,  sashes,  doors,  roofs,  stairs  and 
hand  rails, 

il.   Installs  locks,  door  checks,  springs,  tran^on  blocks,  panic  bars 
and  other  hardware. 

5.  Operates  power  driven  shop  woodworking  machinery  and  equipment, 

6.  Reads  blueprints  and  work  orders  and  follows  other  written  or 
verbal  instructions  on  the  kind  and  extent  of  carpentry  work  to  be  done. 

7.  Plans  work  program  and  sequences;  assembles  lumber  and  tools 
needed  for  an  assigned  project. 

8.  May  measure  and  prepare  estimates  for  carpentry  repairs, 

9.  Prepares  routine  work  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented 
by  at  least  two  years  of  journeyman  level  carpentry  experience;  or  an  equivalent 
combination  of  training  and  experience. 

lowiedge.-  Abilities  and  Skills:   Requires  good  knowledge  of:  general 
carpentry  wor^  in  maintenance  and  repair  projects;  the  use  of  carpentry 
tools,  power  driven  woodworking  machinery  and  equipment. 

Requires  ability  to:   read  blueprints  and  work  from  drawings  and 
sketches;  work  well  with  others;  keep  simple  records. 

Requires  considerable  skill  in  the  use  of  tools  and  materials  of  the 
trade. 

PROMOTIVE  LINES: 

To:   Carpenter  Foreman 

From:   Original  Entrance  Examination 


CLASS  TITLE:   ELECTRICIAN  CODE:   73U5 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  electrical  work  in 
connection  with  the  maintenance,  repair  and  alterations  of  electrical 
systems,  machinery  and  equipment;  may  exercise  work  direction  over 
craftsmen  helpers  involved  in  such  work;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   explaining  and  carrying  out  methods 
and  procedures  relative  to  electrical  maintenance  and  repair  work;  pre- 
paring routine  reports  of  work  accomplished  and  time  expended  on  mainte- 
nance and  repair  activities.  Nature  of  work  involves:   some  physical 
effort  and  dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous 
exposure  to  physical  and  working  conditions  where  minor  injuries  may  be 
encountered. 

EXAMPLES  OF  DUTIES: 

1.  Performs  electrician  duties  in  connection  with  a  wide  variety 
of  building  alterations,  maintenance  and  repair  projects  and  other 
appurtenant  and  miscellaneous  structures;  installs,  maintains  and  repairs 
electrical  lighting  and  power  circuits,  fixtures,  motors  and  other  related 
electrical  equipment. 

2.  Makes  inspections  and  repairs  of  generating  equipment  and  its 
auxiliary  appurtenances. 

3.  Maintains,  adjusts  and  repairs  circuit  breakers  and  related 
operating  equipment. 

U.  Tests  and  repairs  various  types  of  relays  and  regulators. 
£.  Makes  electrical  installations,  maintenance  and  repairs  in 
connection  with  traffic  signal  and  internal  communication  systems. 

6.  Prepares  and  installs  traffic  signals  circuits  and  signal  con- 
trol equipment . 

7.  Maintains  and  repairs  auxiliary  lighting  systems,  fire  and  police 
alarm  systems,  and  teletype  installations. 

8.  Prepares  and  submits  time  and  material  used  reports  on  work 
accomplished. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  two  years  of  journeyman  level  experience  in  electrical  mainte- 
nance, installation  and  repair  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   various  types  of  electrical  equipment  and  installations  and  of  the 
tools,  materials  and  equipment  necessary  to  the  maintenance  and  repair 
of  such  installations;  existing  safety  codes,  ordinances  and  regulations. 


CLASS  TITLE:  ELECTRICIAN  (continued)  CODE:   73W 

Requires  ability  to:  work  from  drawings,  sketches  and  blueprints; 
maintain  routine  records  and  reports  on  work  accomplished. 

Requires  considerable  skill  in  the  use  and  handling  of  electrical 
equipment  and  tools  used  in  the  electrical  trade. 

PROMOTIVE  LINES: 

To:  Electrician  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   PAINTER  CODE:   73U6 

CHARACTERISTICS  OF  THE  CLASS s 

Under  general  supervision,  performs  skilled  painting  work  on 
exteriors  and  interiors  of  buildings,  structures  and  equipment]  and 
performs  related  duties  as  required. 

Requires  responsibility  for  following  established  methods  and 
procedures.  Nature  of  work  involves:   sustained  physical  effcrt  with 
considerable  standing,  bending  and  occasionally  heavy  lifting; 
intermittent  exposure  to  hazardous  heights  and  poorly  ventilated 
areas. 

EXAMPLES  OF  DUTIES: 

1.  Applies  paints  and  other  surface  preservatives  to  the  ex- 
terior or  interior  of  buildings,  including  painting  and  finishing 
of  partitions,  window  casings,  doors,  cabinets,  cases  and  woodwork; 

paints  street  equipment,  playground  facilities  and  other  outdoor  structures. 

2.  Prepares  surfaces  for  painting,  including  erecting  and  hanging 
scaffolding;;  removes  all  paint  or  varnish  by  scraping,  burning  or 

sanding;  washes,  cleans  and  patches  surfaces  and  otherwise  prepares 
surfaces  for  painting. 

3.  Mixes  and  prepares  paints,  lacquers,  varnishes,  calcimines, 
snellacs  and  other  preservatives;  selects  and  blends  colors  in  proper 
proportions . 

h.      Operates  and  maintains  spray  guns  and  other  equipment. 

5.  Occasionally  performs  more  exacting  painting,  including 
lettering  and  touch-up  work. 

6.  May  occasionally  plan  work  program,  including  estimating  and 
ordering  materials  and  equipment  required  for  assigned  project. 

7.  Prepares  simple  time  and  work  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  journeyman  level  brush  and  spray 
painting  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
the  materials,  tools  and  techniques  of  the  painter1 s  trade;  the  proper- 
ties of  various  types  of  paint  and  their  applications  to  a  variety  of 
surfaces;  mixing  and  blending  of  paints  and  pigments;  painting  safety 
practices,  including  the  rigging  and  use  of  scaffolds. 

Requires  considerable  ability  to:  mix,  match  and  harmonize 
colors;  erect  and  work  from  scaffolding  and  high  places. 

Requires  considerable  skill  in  the  use  of  the  tools  and  materials 
of  tne  trade. 

PROMOTIVE  LINES: 

SLY  i      Painter  Foreman 


CLASS  TITLE:   PLUMBER  CODE:   73U7 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  plumbing  work  in  the 
alteration,  repair  and  maintenance  of  water,  sewer  and  other  plumbing 
systems j  and  performs  related  duties  as  required. 

Requires  responsibility  for  following  established  plumbing  methods 
and  procedures.  Nature  of  work  involves:   considerable  physical  effort 
and  intermittent  exposure  to  working  conditions  which  may  produce  minor 
cuts,  bruises,  and  abrasions;  somewhat  unpleasant  physical  and  working 
surroundings,  such  as  lack  of  adequate  ventilation,  cramped  quarters  and 
toxic  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Performs  plumbing  duties  in  connection  with  a  wide  variety  of 
building  alterations,  maintenance  and  repair  projects  and  other  appurtenant 
and  miscellaneous  structures;  installs,  alters,  replaces  and  repairs 
plumbing,  such  as  water,  sewage  and  drainage  systems. 

2.  Cuts,  bends,  assembles  and  installs  various  pipes,  fittings  and 
fixtures  for  water,  sanitary,  drainage,  heating,  gas  and  other  plumbing 
systems  which  involve  the  performance  of  hand,  bench  and  maintenance 
plumbing  tasks. 

3.  Installs,  alters,  repairs  or  replaces  plumbing  fixtures,  including 
sinks,  basins  and  drinking  fountains. 

h.  Threads,  reams,  assembles,  caulks,  solders  and  welds  various 
pipes  and  component  parts. 

5.  Installs,  alters  and  repairs  valves,  fittings  and  other  plumbing 
parts  and  equipment,  including  such  items  as  hot  water  boilers,  sterili- 
zers, steam  tables,  sinks,  thermal  control  apparatus,  sprinkler  heads, 
hydrants  and  service  pipes. 

6.  Repairs  and  installs  new  water  and  drainage  lines  and  waste  and 
sewage  pipes. 

7.  Checks  plumbing  fixtures  for  leaks  and  other  defects;  opens  and 
cleans  clogged  drains,  pipes  and  traps;  wipes  and  flushes  joints. 

8.  Advises  on  selection,  ordering  and  storing  of  plumbing  supplies 
and  equipment. 

9.  Maintains  simple  working  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  plumbing  maintenance  and 
repair  experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
practices,  methods,  tools  and  materials  of  the  plumbing  trade;  applicable 
sanitary  and  safety  codes  and  ordinances;  occupational  hazards  and  the 
techniques  of  safety  precautions. 


CLASS  TITLE:   PLUMBER  (continued)  CODE:   73U? 

Requires  ability  to:   interpret  and  work  from  blueprints,  sketches 
and  drawings;  plan  and  lay  out  details  of  work;  work  well  with  others; 
estimate  materials  and  labor  costs  for  plumbing  jobs. 

Requires  considerable  skill  in  the  use  of  the  tools,  materials  and 
equipment  of  the  plumbing  trade. 

PROMOTIVE  LINES: 

To:   Plumber  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   STEAMFITTER  CODE:   73^8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  altering,  main- 
taining and  repairing  steam  heat  and  steam  power  installations  and  other 
equipment,  such  as  pumps,  compressors  and  steam  power  linesj  and  performs 
related  duties  as  required. 

Nature  of  work  involves:   some  physical  effort  and  manual  dexterity 
in  the  use  of  the  fingers,  limbs  and  body;  exposure  to  physical  and  working 
conditions  where  moderately  serious  accidents  may  occur. 

EXAMPLES  OF  DUTIES. 

1.  Alters  and  repairs  piping,  fixtures,  pumps,  or  other-  appurte- 
nances connected  with  high  or  low  pressure  steam  plants,  including  all 
piping  used  for  power  or  heating  purposes. 

2.  Inspects,  maintains,  alters  and  makes  necessary  adjustments  to 
steam  power  and  steam  heating  equipment,  piping  and  component  parts, 
including  boilers,  radiators,  oil  burners,  pumps,  steam  traps,  thermo- 
stats, pressure  reducing  valves,  steam  sterilizers,  laundry  presses  and 
hot  water  tanks . 

3.  Maintains  and  repairs  pipes  to  and  from  water  heaters  and  boilers 
and  pipes  to  and  from  vacuum  pressure  pumps. 

U.   Replaces  and  repairs  pipe  covering  and  insulation,  cuts  thread 
and  fits  pipe;  may  also  incidentally  weld  pipes. 

5.  May  make  rough  sketches  and  estimates  of  new  work;  keeps  simple 
records  and  makes  reports;  cleans  and  maintains  tools  and  equipment 
applicable  to  the  steamfitter ' s  trade. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented  by  at  least  two  years  of  journeyman  level  steamfitting  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
principles,  methods,  tools  and  equipment  used  in  the  steamfitting  trade; 
the  codes  and  safety  orders  relating  to  boilers,  steam  pipe  heating  systems 
and  related  equipment. 

Requires  ability  to:   make  rough  sketches  and  estimate  cost  of 
repairs  and  installations;  interpret  and  work  from  plans  and  drawings; 
keep  sLmple  records  and  make  reports. 

Requires  considerable  skill  in  the  use  of  steamfitting  tools  and 
equipment . 

PROMOTIVE  LINES: 

To:   Steamfitter  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:  MEAT  CUTTER  CODE:   73^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
receiving,  inspecting,  cutting  and  storing  of  meat;  and  performs  related 
duties  as  required. 

Requires  responsibility  for  maintaining  simple  records  of  meat 
cutting  operations  and  supplies  required.   Nature  of  work  requires:   some 
physical  effort  involving  considerable  standing  and  occasionally  heavy 
lifting. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  inspects  and  stores  meat,  poultry  and  fish. 

2.  Performs  meat  cutting  operations  in  reducing  animal  carcasses 
into  portions  suitable  for  cooking  and  serving. 

3.  Cuts,  bones,  trims,  grinds,  cures,  stores  and  refrigerates  beef, 
veal,  lamb  and  pork. 

ii.  Uses  hand  and  power  equipment,  such  as  cleavers,  knives,  saws, 
slicers  and  grinders. 

5.  Prepares,  cuts  and  portions  poultry  and  fish. 

6.  May  use  tenderizers  when  required  or  desirable. 

7.  Cleans  and  maintains  equipment  and  utensils;  maintains  premises 
in  safe  and  sanitary  condition. 

8.  Confers  with,  and  advises  superiors  regarding  the  meat  require- 
ments of  the  institution. 

9.  Prepares  required  reports  and  maintains  various  records  of  meat 
cutting  operations  and  replenishments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  meat  cutting  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
methods  pertaining  to  storing  and  cutting  meat,  poultry  and  fish;  proper 
utilization  and  care  of  hand  and  power  meat  cutting  equipment;  types  of 
standard  cuts  of  meats,  poultry  and  fish;  sanitation,  cleaning  and  safety 
precautions  in  meat  cutting  operations. 

Requires  ability  to:  break  down  and  cut  all  types  of  meat  into 
suitable  serving  portions  in  an  economical  manner;  recognize  the  quality 
and  condition  of  meat,  poultry  and  fish,  particularly  to  its  fitness  for 
human  consumption;  utilize  all  portions  of  the  animal  carcass  with  least 
waste;  requires  considerable  skill  in  the  use  and  operations  of  hand  and 
power  equipment  of  the  trade. 


CLASS  TITLE:      MEAT  CUTTER  CODE:      7350 

(Continued) 

PROMOTIVE  LINES: 

To:      Head  Meat  Cutter 

From:     Original  entrance   examination 


CLASS  TITLE:   HEAD  MEAT  CUTTER  CODE:   7351 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  skilled  work  in  connection  with  the 
receiving,  inspecting,  cutting  and  storing  of  meat;  exercises  work 
direction  over  subordinate  meat  cutters  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  methods 
and  procedures  related  to  storing  and  cutting  of  meat;  maintaining 
records  and  reports  reflecting  purchases,  meat  cutting  operations  and 
required  supplies.   Nature  of  work  requires  some  physical  effort  in- 
volving considerable  standing  and  occasional  heavy  lifting. 

EXAMPLES  OF  DUTIES: 

1.  Requisitions,  receives,  inspects  and  stores  meat,  poultry  and 
fish. 

2.  Performs  meat  cutting  operations  in  reducing  animal  carcasses 
in  proportions  suitable  for  cooking  and  serving. 

3.  Cuts,  bones,  trims,  grinds,  cures,  stores  and  refrigerates 
beef,  veal,  lamb  and  pork. 

k.      Uses,  cleans  and  maintains  hand  and  power  equipment  such  as 
cleavers,  knives,  saws,  slicers  and  grinders;  maintains  work  areas  in 
safe  and  sanitary  condition. 

5.  Prepares,  cuts  and  portions  poultry  and  fish. 

6.  May  use  tenderizers  when  required  or  desirable. 

7.  Inspects  refrigerated  facilities  to  see  that  they  are  adequate 
for  freezing  and  holding  food  supplies. 

8.  Confers  with,  and  advises  superior  regarding  the  meat,  poultry 
and  fish  requirements  of  the  institution,  and  keeps  inventory  control 
and  operational  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  four  years  of  journeyman  level  meat  cutting  experience, 
including  one  year  of  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   standard  cuts  of  meat;  the  use  of  the  tools  and  equipment  of  the 
trade;  methods  of  storing  and  cutting  meat,  poultry  and  fish. 

Requires  ability  to:   supervise  and  inspect  work  of  subordinates; 
make  simple  reports  and  maintain  routine  operating  records. 

Requires  considerable  skill  in  the  application  of  the  practices 
and  techniques  of  the  trade  in  the  care  and  use  of  meat  cutting  tools, 
equipment  and  facilities. 

PROMOTIVE  LINES: 

To:   No  normal  promotive  lines 
From:   Meat  Cutter 


CLASS  TITLE:  WATER  METER  REPAIRMAN  CODE:   7353 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  skilled  duties  in  overhauling,  repair- 
ing, testing  and  calibrating  water  meters,  involving  both  shop  and 
field  operations;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  as  applied  to  shop  and  field  repairs  of  faulty  water  meters; 
making  routine  contacts  with  the  general  public,  consumers,  tenants  and 
property  owners;  preparing  routine  records  and  reports  indicating  time 
and  work  accomplished  in  repairing  and  processing  meters.  Nature  of 
work  involves  sustained  physical  effort  involving  continuous  shop  work 
or  occasional  heavy  field  work,  including  manuel  effort  and  dexterity, 
with  continuous  exposure  to  minor  accident  hazards  and  some  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  While  assigned  to  shop  work,  overhauls  and  repairs  various 
types,  makes  and  sizes  of  water  meters;  repairs  and  converts  gear  train 
assemblies;  repairs  reading  registers,  measuring  chambers  and  assemblies; 
uses  manometer  for  checking  and  measuring  processes;  assembles  and 
lubricates  meters;  installs  register  box  assembly;  tests  and  calibrates 
meters;  records  work  on  meter  repair  cards  and  other  forms. 

2.  While  in  the  field,  repairs  large  diameter  compound  water 
meters;  shuts  off  inlet  and  outlet  gate  valve,  removes  meter  cover; 
cleans  and  replaces  chambers  and  gear  trains  as  necessary;  removes  drop 
valves  to  clean  meter  housing;  cleans,  adjusts  or  replaces  turbine  when 
necessary;  re-assembles  meter  and  replaces  other  broken  or  defective 
parts j  checks  repaired  meter  for  correct  operation;  prepares  forms  and 
reports  of  work  accomplished. 

3.  Performs  other  field  repair  work  such  as  replacing  cement  and 
steel  meter  covers  and  changing  water  meter  registers;  repacks  water 
meter  spindles,  stops  leaks  and  performs  other  miscellaneous  maintenance 
and  repair  tasks  as  required;  prepares  related  forms  and  reports  of  work 
accomplished. 

k.  Assembles  four  to  eight  inch  fire  service  detector  checks, 
using  meter  couplings,  pipe  nipples,  fittings,  stop  cocks  and  check 
valves . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  experience  as  a  meter  repair 
helper  and/ or  meter  reader;  or  an  equivalent  combination  of  training 
and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  maintenance  and  operation  of  various  types,  makes  and  sizes  of 
water  meters;  the  special  equipment,  tools,  methods  and  procedures  for 
repairing  faulty  and  damaged  meters,  both  in  the  shop  and  in  the  field; 
the  equipment,  methods  and  procedures  for  testing  and  calibrating  water 
meters . 


CLASS  TITLE:  WATER  METER  REPAIRMAN  (Continued)  CODE:   7353 

PROMOTIVE  LINES: 

To:  Water  Meter  Shop  Foreman 

From:  Water  Meter  Repair  Helper 


CLASS  TITLE:   MOTOR  EQUIPMENT  OPERATOR  CODE:   735U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  various  types  of  trucks,  usually 
of  2-  to  5-ton  rated  capacity,  and  other  motorized  equipment  in  connection 
with  construction  and  maintenance  activities  and  the  hauling  of  men, 
materials  and  supplies;  and  performs  related  duties  as  required. 

Requires  limited  responsibility  for  making  routine  contacts  with 
other  departmental  personnel  and  outside  organizations  in  connection  with 
equipment  operations  and  activities;  nature  of  work  requires  considerable 
physical  effort  in  the  handling  of  equipment  and  materials. 

EXAMPLES  OF  DUTIES: 

1.  Drives  various  types  of  trucks  in  transporting  men,  equipment, 
materials  and  supplies  on  a  wide  variety  of  construction  and  maintenance 
activities. 

2.  Drives  dump  trucks;  hauls  dirt,  rock,  aggregates,  asphalt,  broken 
concrete  and  other  materials  to  and  from  projects. 

3.  Operates  street  sweeper  and  tractors  in  the  cleaning  of  streets 
and  lawn  mowing  activities . 

k.     Operates  trucks  in  pulling  trailers,  compressors,  pumps  and  other 
types  of  equipment. 

5.  Operates  street  flushing,  catch  basin  educting  and  air  compressor 
equipment. 

6.  Maintains  records  of  vehicle  operations;  may  operate  two-way 
mobile  radio  units. 

7.  May  perform  routine  vehicle  maintenance  including  lubricating, 
servicing  with  water  and  oil  and  tire  changing  and  repairing,  when  required. 

8.  May  assist  in  loading,  unloading  and  delivering  of  materials, 
supplies  and  equipment. 

9.  May  operate  snow  removal  equipment,  mechanical  loaders,  winch 
trucks  and  semi-trailers,  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  four  years  of  experience  in  the  operation  of 
various  types  of  moderately  heavy  and  complex  motor  equipment;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   opera- 
tion, preventive  maintenance  and  servicing  requirements  of  various  types 
of  motor  vehicles  and  equipment;  existing  traffic  laws,  rules  and  regula- 
tions . 

Requires  ability  to  follow  oral  and  written  instructions. 

Requires  considerable  skill  in  the  operation  of  trucks  and  other 
motorized  equipment,  involving  considerable  physical  effort. 

License:   Requires  possession  of  a  valid  state  chauffeur's  license. 


CLASS  TITLE:   MOTOR  EQUIPMENT  OPERATOR   (continued)         CODE:   735U 

PROMOTIVE  LINES: 

To:   Heavy  Equipment  Operator 

From:   Light  Motor  Equipment  Operator 
Original  entrance  examination 


CLASS  TITLE:   MOTORIZED  EQUIPMENT  MECHANIC  CODE:   7355 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  skilled  mechanical  work  in  the  overhaul, 
maintenance  and  repair  of  a  wide  variety  of  heavy  an"1  light  duty  motorized 
machinery  and  equipment;  and  performs  related  duties  as  required. 

Nature  of  work  involves:   considerable  physical  effort  and  dexterity 
in  the  use  of  fingers,  hands,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  accidents  and  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Maintains  and  repairs  heavy  duty  and  special  motorized  equip- 
ment, including  street  sweepers,  sewer  eductors,  flusher  tank  trucks, 
air  compressors,  drag  line  excavators,  road  graders,  bull  dozers,  heavy 
trailers,  road  rollers,  asphalt  spreaders,  cranes,  tractors,  load 
packers  and  other  similar  machines;  repairs  attached  and  appurtenant  units 
such  as  engines,  pumps,  valves,  hoists,  drums,  hydraulic  operating  devices 
and  various  other  attachments. 

2.  Removes,  repairs,  overhauls  and  installs  engines,  transmissions 
and  differentials;  inspects,  adjusts  and  replaces  component  parts  of 
engines,  including  valves,  pistons,  gears  and  bearings;  performs  necessary 
machining  operations. 

3.  Repairs  and  overhauls  oil,  water  and  fuel  pump  systems,  cleans, 
repairs  and  adjusts  carburetor  and  fuel  systems. 

h.     Turns  brake  drums  and  relines,  fits  and  adjusts  brake  systems, 
overhauls  and  aligns  steering  and  front-end  assemblies. 

5.  Overhauls  and  adjusts  ignition  systems,  including  spark  plugs, 
condensers  and  accessory  units. 

6.  Operates  a  variety  of  shop  machinery  in  connection  with  the 
fabrication  and  repair  of  equipment  components  and  parts,  as  necessary. 

7.  Operates  gas  and  electric  welding  equipment  in  connection  with 
repair  and  overhauling  work. 

8.  Makes  major  or  minor  repairs  to  a  wide  variety  of  other  special 
and  auxiliary  er±   ipment,  including  concrete  cutters,  lighting  plants, 
gate  machines^  blue  stone  crushers,  power  mowers,  winches,  outboard 
motors  and  similar  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  journeyman  level  experience  in 
the  maintenance,  repair  and  overhaul  of  a  wide  variety  of  automotive 
machinery  and  equipment;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge 
of:   the  procedures,  techniques,  materials,  tools  and  equipment  used 
in  the  overhaul,  maintenance  and  repair  of  a  wide  variety  of  automotive 
equipment  and  machinery;  the  operating  requirements  of  such  machinery 
and  equipment . 

Requires  ability  to:   diagnose  equipment  malfunctions;  make  routine 
reports  on  work  performed. 


CLASS  TITLE:   MOTORIZED  EQUIPMENT  MECHANIC  CODE:   7355 

(Continued) 

Requires  skill  in  the  use  of  the  tools,  machinery  and  equipment  of 
the  mechanic  trade . 

PROMOTIVE  LINES: 

To:   Motorized  Equipment  Mechanic  Foreman 

From:   Original  entrance  examination. 


CLASS  TITLE:   MUSEUM  ANTIQUE  RESTORER  CODE:   73£6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  skilled  cabinet  making  work  in  connection 
with  the  preparation,  maintenance  and  repair  of  museum  exhibits  and 
wooden  objects  of  art;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   normal  attention  with  short  periods  of 
concentration  for  accurate  results;  some  physical  effort  and  considerable 
manual  dexterity;  exposure  to  physical  and  working  conditions  where  minor 
injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Repairs  antique  objects  of  art  such  as  tables,  chests,  chairs 
and  picture  frames;  removes  old  finishes  from  items  to  be  repaired;  pre- 
pares and  applies  various  finishes  to  repaired  items;  conducts  research 
to  obtain  special  information  on  art  objects  and  antiques. 

2.  Operates  woodworking  machines  and  hand  tools  in  constructing 
and  assembling  display  cases,  museum  pedestals,  mouldings  and  special 
wooden  fixtures  required  for  exhibits. 

3.  Searches  for  special  woods  to  match  furniture  and  other  art 
objects . 

k.      Requisitions  or  personally  purchases  supplies  and  replacement 
parts  required. 

5.  Maintains  shop  and  equipment;  keeps  simple  time  and  material 
records . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  three  years  of  journeyman  level  experience  as  a  cabinet 
maker  or  antique  restorer;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  tools,  equipment  and  procedures  used  in  the  cabinet  making 
trade;  qualities  of  new  and  antique  woods  and  finishing  techniques. 

Requires  ability  to:   design  and  construct  display  cases  and 
special  museum  fixtures;  repair  and  refinish  antique  furniture. 

Requires  considerable  skill  in  the  use  of  woodworking  and  finish- 
ing tools,  equipment  and  materials. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   MUSEUM  PRINTER  CODE:   73^7 

CHARACTERISTICS  OF  THE  CASS: 

Under  general  supervision,  operates  the  muse-am  printshop  and 
prints  brochures,  announcements,  exhibition  labels  and  similar  materials; 
maintains  equipment  and  shop  supplies;  and  performs  related  duties  as 
required. 

Nature  of  work  requires  some  physical  effort  and  considerable  manual 
dexterity  in  setting  up  printing  operations. 

EXAMPLES  OF  DUTIES: 

1.  Designs  layout,  sets  type,  selects  materials  and  operates 
platen  presses  in  the  printing  of  museum  brochures,  announcements, 
exhibit  labels,  stationery,  signs,  forms  and  postcards  of  painting  and 
sculpture  reproductions. 

2.  Maintains  and  makes  minor  repairs  to  equipment;  selects  and  orders 
materials  and  supplies;  keeps  job  cost  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  the  successful  completion  of  an  apprenticeship  program 
as  a  platen  printing  pressman;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
principles  and  techniques  in  platen  printing  press  operations. 

Requires  ability  to  follow  oral  and  written  instructions  and  to 
work  independently. 

Requires  skill  in  the  operation  and  routine  maintenance  of  various 
platen  printing  presses. 

PROMOTIVE  LINES: 

To:   No  Normal  Line  of  Promotion 

From:   Original  entrance  examination. 


CLASS  TITLE:   PATTERNMAKER  CODE:   7358 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  fabrication,  alteration,  maintenance  and  repair  of  a  variety  of 
patterns  for  the  manufacture  of  castings;  and  performs  related  duties 
as  required. 

Nature  of  work  requires:   continuous  close  attention  and  working 
within  very  close  tolerances;  some  physical  effort  and  considerable 
manual  dexterity;  exposure  to  working  conditions  where  minor  and  major 
injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Designs,  lays  out  and  constructs  simple  or  intricate  patterns 
from  blueprints,  sketches  or  models;  calculates  shrinkage  of  metal  and 
alloys. 

2.  Repairs  broken  or  damaged  pattern  equipment  and  corrects  same 
to  compensate  for  defects  in  castings. 

3.  Maintains  pattern  tools  and  pattern  shop  machinery. 

h.  Constructs  wood  and  metal  pattern  equipment  for  high  pressure 
pipe  line  valves  and  fittings  and  special  pattern  equipment,  as  needed. 

5.  Constructs,  repairs  and  alters  wood  and  metal  patterns  and 
core  boxes. 

6.  Makes  filing  cabinets  and  office  equipment. 

7.  Constructs  and  repairs  departmental  office  furniture,  fire 
department  ladders,  tools,  and  other  equipment  according  to  specifi- 
cations. 

8.  Maintains  pattern  tools  and  pattern  shop  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  journeyman  level  experience 
as  a  patternmaker;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of 
the  methods,  practices,  tools,  equipment  and  materials  of  the  trade, 
and  some  knowledge  of  the  metal  trade  associated  with  patternmaking. 

Requires  ability  to:  design,  lay  out  and  make  simple  or  intricate 
patterns;  calculate  shrinkages  for  various  types  of  metals  and  alloys; 
work  from  drawings,  sketches,  samples  or  oral  instructions. 

Requires  considerable  skill  in  the  use  of  the  tools,  materials 
and  equipment  of  the  trade . 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   PIANO  TUNER  CODE:   73^9 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  highly  skilled  work  in 
connection  with  the  tuning,  repair  and  overhaul  of  pianos  and  autoharps; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  the  preparation  of  routine  time,  materials 
and  work  performed  reports.  Nature  of  work  requires  considerable  manual 
dexterity. 

EXAMPLES  OF  DUTIES: 

1.  Tunes  a  variety  of  pianos  and  autoharps  utilizing  standard 
tuning  methods. 

2.  Makes  major  and  minor  repairs  to  pianos,  including  repairing  and 
replacing  strings,  hammers,  stops,  sounding  boards  and  related  internal 
parts;  regulates  pedals;  tightens  key  action,  levels  keys  and  regulates 
tone. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  journeyman  level  experience  in 
the  tuning,  repair  and  overhaul  of  pianos:  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of  the  principles,  practices,  tools  and  materials  utilized  in  piano 
tuning  and  rebuilding. 

Requires  considerable  ability  to:   determine  tonal  quality  and 
accurate  pitch;  analyze  faults  and  take  appropriate  corrective  action. 

Requires  considerable  skill  in  general  piano  repair  and  tuning  and  in 
the  care  and  use  of  pertinent  tools,  equipment  and  facilities. 

PROMOTIVE  LINES: 

To:   No  normal  line  or  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   PIPE  WELDER  CODE:   7360 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  acetylene  and  electric  arc 
welding  equipment  in  connection  with  the  installation,  repair  and  main- 
tenance of  water  distribution  pipelines  and  related  facilities;  and 
performs  related  duties  as  required. 

Nature  of  work  requires:   normal  attention  with  short  periods  of 
concentration;  some  physical  effort  and  manual  dexterity  in  the  use  of 
the  fingers,  limbs  and  body;  continuous  exposure  to  working  conditions 
where  moderately  serious  injuries  may  be  encountered  despite  provision 
of  safety  measures. 

EXAMPLES  OF  DUTIES: 

1.  Operates  all  types  of  welding  and  metal  working  machinery 
necessary  to  the  repair  and  maintenance  of  all  pipelines,  pumping  sta- 
tions and  water  purification  equipment. 

2.  Lays  out  pipe  and  constructs  pipe  specials,  such  as  offsets, 
bends,  sleeves,  reducers,  tanks  and  meter  batteries. 

3.  Repairs,  by  electric  arc  welding,  acetylene  welding,  brazing 
or  silver  soldering,  all  types  of  valves,  tools,  leak  pumps,  construc- 
tion and  storage  equipment. 

k.      Cuts,  fits  and  welds  pipes;  repairs  leaks  and  makes  templates. 

5.  Manufactures  emergency  repair  items,  such  as  leak  banks,  tapping 
tees  and  gate  rings. 

6.  Makes  various  types  of  mechanical  pipe  connections,  such  as 
threaded,  flanged,  flared  and  compression. 

7.  Constructs  and  maintains  special  truck  bodies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  five  years  of  experience  as  an  acetylene  and 
electric  arc  welder,  including  two  years  of  experience  in  welding  high 
pressure  pipelines;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:   Requures  good  knowledge  of: 
general  pipe  work,  welding,  cutting  and  brazing  practices  and  processes; 
metals,  their  composition  and  properties  and  methods  of  identifying  and 
welding  them;  welding  techniques  and  methods,  particularly  as  they  re- 
late to  high  pressure  pipe  welding. 

Requires  ability  to:  set  up  and  adjust  oxyacetylene,  electric 
arc  and  other  welding  apparatus;  weld  all  types  of  joints;  read  and 
work  from  blueprints  and  drawings. 

Requires  considerable  skill  in  the  use  and  operation  of  hand  tools 
and  welding  equipment  relative  to  the  joining  and  making  of  all  types 
of  pipe  connections. 


CLASS  TITLE:   PIPE  WELDER  (Continued)  CODE:   7360 

PROMOTIVE  LINES: 

To:   Mo  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   PLASTERER  CODE:   7361 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  plastering  work  in 
connection  with  the  maintenance  and  repair  of  building  and  other  facilities; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  preparing  ordinary  time,  materials  and 
work  accomplished  reports  and  cost  estimates.   Nature  of  work  requires 
considerable  physical  effort  and  manual  dexterity  and  exposure  to  working 
conditions  where  moderately  serious  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Repairs  and  patches  plaster  interior  and  exterior  surfaces. 

2.  Mixes  plaster }   mortar  and  other  materials. 

3.  Casts  bench  legs,  pull  boxes  and  other  plaster  forms. 
k.  Stucco  washes  various  surfaces  as  required. 

5,  Installs  lath  in  connection  with  plastering  work. 

6.  Estimates  materials  needed  and  labor  costs  for  various  jobs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  journeyman  level  plastering  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the  common 
practices,  methods,  tools  and  materials  of  the  plastering  trade. 

Requires  ability  to:   follow  oral  and  written  instructions;  estimate 
materials  and  labor  costs;  work  well  with  others. 

Requires  considerable  skill  in  the  use  of  the  tools  and  materials 
of  the  trade. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From:  Original  entrance  examination 


CLASS  TITLE:   POWER  HOUSE  ELECTRICIAN  CODE:   7363 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  electrical  work  in  connec- 
tion with  the  maintenance,  testing,  repair  and  alteration  of  electrical 
power  generating  plant  and  substation  machinery  and  equipment;  may  exer- 
cise work  direction  over  craftsmen  helpers  involved  in  such  work;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  electrical  maintenance  and  repair  work 
in  power  generating  plants  and  substations;  making  routine  contacts  with 
other  departmental  personnel  in  connection  with  electrical  maintenance, 
testing  and  repair  of  power  house  and  substations;  preparing  routine 
reports  of  work  accomplished  and  time  expended  on  maintenance  and  repair 
activities.   Nature  of  work  involves:   some  physical  effort  and  dexterity 
in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical 
and  working  conditions  where  minor  injuries  may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Makes  periodic  inspections,  and,  as  necessary,  maintains  and 
makes  repairs  to  alternating  and  direct  current  control  equipment,  sta- 
tion service  equipment,  emergency  power  supply  equipment,  motors  and 
controls,  protective  relays,  instrument  transformers  and  meters. 

2.  Makes  periodic  inspections,  and,  as  necessary,  maintains  and 
makes  minor  repairs  to  main  generating  units  and  associated  equipment, 
including  exciters,  regulators,  isolated  phase  bus,  transformers,  surge 
protective  devices,  fire  protection  equipment,  ll^KV  and  230KV  oil  cir- 
cuit breakers,  disconnect  and  grounding  switches,  outdoor  bus  structures, 
and  auto  transformers . 

3.  Assists  in  the  inspection,  maintenance  and  repair  of  electronic 
and  communications  equipment. 

U.   Installs,  maintains  and  repairs  various  miscellaneous  electrical 
equipment  in  powerhouse,  substations  and  switchyards. 

5.  May,  when  dispatched  to  unattended  stations,  be  required  to 
operate  a  variety  of  generating  equipment, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  four  years  of  journeyman  level  experience  in  electrical  main- 
tenance, installation  and  repair  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   various  types  of  electrical  generating  and  transforming  equipment 
and  installations;  tools,  materials  and  equipment  necessary  for  the  main- 
tenance, operation,  testing  and  repair  of  such  installations;  existing 
safety  codes,  ordinances  and  regulations. 


CLASS  TITLE:   POWER  HOUSE  ELECTRICIAN   (continued)  CODE:   7363 

Requires  ability  to:   work  from  drawings,  sketches  and  blueprints; 
maintain  routine  records  and  reports  of  work  accomplished. 

Requires  considerable  skill  in  the  use  and  handling  of  electrical 
equipment  and  tools  of  the  electrical  trade. 

PROMOTIVE  LINES: 

To:  Maintenance  Electrician  Foreman 
Power  House  Electrician  Foreman 

From:   Electrician 

Original  entrance  examination 


CLASS  TITLE:   POWER  HOUSE  OPERATOR  CODE:   736U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  watch,  operates  an 
electric  power  generating  or  sub-station  unit;  perfonns  minor  maintenance 
and  repair  work  on  generators,  transformers,  motors  and  related  equipment; 
supervises  subordinate  personnel  assigned  to  the  watch;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  power  generation  and  distribution 
activities;  making  routine  contacts  with  other  departmental  personnel  in 
connection  with  plant  operations;  preparing  and  maintaining  ordinary  plant 
operating  records.  Nature  of  work  requires:   some  physical  effort  and 
dexterity  in  the  use  of  the  fingers,  limbs  and  body;  exposure  to  physical 
and  working  conditions  where  moderately  serious  injuries  may  occur; 
exposure  to  somewhat  disagreeable  working  conditions  due  to  excessive  noise, 

EXAMPLES  OF  DUTIES: 

1.  Starts  power  house  and  sub-station  equipment;  makes  all  required 
checks  on  transformers  and  circuit  breakers,  opening  and  closing  them 
according  to  time  schedules;  checks  the  readings  and  operation  of  ammeters, 
volt  meters,  watt  hour  meters  and  protective  relays. 

2.  Shuts  down  sub-station  at  scheduled  time  by  hooking  up  regulators 
and  opening  switches. 

3.  Takes  periodic  reading  of  circuit  current  on  all  meters;  records 
readings  on  daily  load  sheets  and  log  book;  makes  tests  of  all  circuits 
and  equipment  during  non-operating  hours;  tests  alarm  devices, 

U.   Performs  and  supervises  the  routine  maintenance  and  repair  of 
station  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  three  years  of  experience  in  the  operation  and  mainte- 
nance of  electrical  power  generating  plants  and  equipment;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
fundamentals  of  electricity,  particularly  as  applied  to  power  generation; 
the  operating  characteristics  and  servicing  requirements  of  such  equip- 
ment; safety  rules  and  regulations  applicable  to  power  plant  operation. 

Requires  ability  to:   detect,  analyze  and  take  appropriate  action 
in  cases  of  emergency  or  malfunctions  in  plant  operations;  make  minor  and 
emergency  adjustments  and  repairs  to  plant  machinery  and  equipment;  main- 
tain routine  records  of  plant  operations. 

PROMOTIVE  LINES: 

To:   Senior  Power  House  Operator 

From:   Assistant  Power  House  Operator 


CLASS  TITLE:   SENIOR  POWER  HOUSE  OPERATOR  CODE:   7365 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  work  of  operators  in  power  houses 
or  sub-stations  in  the  generation  or  distribution  of  electrical  power; 
requisitions  and  checks  delivery  of  supplies;  maintains  records  and 
makes  required  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relative  to  the  operation  and  main- 
tenance of  power  generating  plants  and  equipment;  making  routine  con- 
tacts with  other  departmental  employees  in  connection  with  plant 
operation  and  maintenance  matters;  preparing  and  reviewing  plant  operating 
reports  and  records.  Nature  of  work  requires  occasional  exposure  to 
physical  and  working  conditions  where  moderately  serious  injuries  may 
occur. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  inspects  the  work  of  a  shift  of  operators  and 
other  power  house,  sub-station  and/or  reservoir  personnel  in  the  opera- 
tion, maintenance  and  repair  of  power  house  and  sub-station  machinery, 
equipment  and  facilities. 

2.  Supervises  and  aids  in  trie  operation  of  switching,  starting  and 
stopping  of  generators,  water  wheels,  transformers,  pumps,  compressors, 
valves,  motors  and  related  equipment. 

3.  Acts  as  relief  operator  in  power  houses  and  sub-stations  when 
regular  operators  are  absent. 

h.      Performs  more  difficult  tests,  repairs  and  adjustments  on 
machines  and  related  equipment. 

5.  Maintains  complete  records  of  station  and  system  operations  in 
electrical  log  book;  keeps  radio  log  and  records  of  electrical  equip- 
ment maintenance;  computes  energy  distribution  data  and  water  flow  and 
prepares  daily  and  monthly  reports. 

6.  May  handle  communications  via  radio,  telephone  and  public 
address  systems  for  emergency  signaling  and  coordinating  action  with 
other  activities  in  switching  and  tie-in  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  responsible  experience  in  the 
operation  and  maintenance  of  power  generating  distribution  plants, 
machinery  and  equipment,  including  at  least  one  year  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  operation  and  maintenance  requirements  of  electrical  generating 
or  distribution  equipment,  and  the  techniques,  methods  and  tools 
necessary  to  the  care  and  maintenance  of  such  equipment;  power  trans- 
missions and  distribution  systems  and  related  appurtenances. 

Requires  ability  to:   plan,  assign  and  supervise  the  activities 
of  subordinate  personnel;  detect,  analyze  and  take  appropriate  action 
in  cases  of  malfunctioning  equipment  or  emergencies;  prepare  and  review 


CLASS  TITLE:   SENIOR  POWER  HOUSE  OPERATOR  CODE:   7365 

( continued ) 

plant  operating  records  and  reports. 

PROMOTIVE  LINES: 

To:  Power  House  Superintendent 
Power  Plant  Foreman 

From:  Power  House  Operator 


CLASS  TITLE:   RADIO  TECHNICIAN  CODE:   7367 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  technical  installation,  mainte- 
nance and  repair  work  on  mobile  and  fixed  radio  receiving  and  transmitting 
equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   making  routine  contacts  with  other 
departmental  employees  and  outside  agencies  relative  to  radio  and  commu- 
nication equipment  installation  and  repair  work;  maintaining  routine 
records  on  equipment  use  and  maintenance.   Nature  of  work  requires  some 
physical  effort  and  dexterity  in  use  of  the  fingers  in  the  installation 
and  maintenance  of  radio  and  communications  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Installs,  adjusts,  repairs  and  maintains  mobile  radio  transmitters 
and  receivers,  and  two-way  radio  equipment. 

2 .  Analyzes  malfunctioning  of  receiving  and  transmitting  equipment 
in  fixed  base  stations  and  makes  necessary  adjustments  to  insure  proper 
operation;  installs  and  maintains  such  equipment. 

3.  Adjusts  transmitting  equipment  to  comply  with  federal  communica- 
tions rules  and  regulations?  installs  and  maintains  inter-office  communi- 
cation equipment,  audio  frequency  amplifiers,  recorders,  control  circuits 
and  lines. 

It.  Tests  a  wide  variety  of  radio  and  communications  equipment;  main- 
tains records  of  all  repairs  and  installations  made, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  two-way  base  and  mobile  radio  operations, 
installation,  maintenance  and  repair  experience;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
rules  and  regulations  affecting  communications  equipment  as  prescribed 
by  the  federal  communications  commission;  the  techniques,  theory  and 
practices  used  in  the  operation,  installation,  maintenance  and  repair  of 
modern  communications  systems. 

Requires  considerable  ability  to:   diagnose  radio  equipment  mal- 
functions and  failures;  read  and  interpret  schematic  radio  diagrams. 

Requires  considerable  skill  in  the:  use  of  testing  instruments  and 
tools  used  in  radio  repair  work;  application  of  the  theory,  procedures 
and  techniques  of  radio  installation,  maintenance  and  repair  to  practi- 
cal problems. 

License:   Requires  possession  of  a  valid  second  class  radio  telephone 
operator's  license  issued  by  the  federal  communications  commission;  a 
valid  state  motor  vehicle  operator's  license. 


CLASS  TITLE:   RADIO  TECHNICIAN  ( continued)  CODE:   7367 

PROMOTIVE  LINES: 

To:   Senior  Radio  Technician 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  RADIO  TECHNICIAN  CODE:   7368 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  technical  installation,  maintenance  and 
repair  work  on  mobile  and  fixed  two-way  radio  equipment;  supervises  the 
activities  of  subordinate  personnel  engaged  in  such  work;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  planning  and  carrying  out  existing 
communications  maintenance  and  repair  methods  and  procedures;  making 
routine  contacts  with  other  departmental  personnel  androutside  agencies 
in  connection  with  radio  and  communications  maintenance  and  repair 
activities;  preparing  and  reviewing  ordinary  records  and  reports  on 
communication  equipment  maintenance.  Nature  of  work  requires  some 
physical  effort  and  manual  dexterity  in  the  installation,  maintenance 
and  repair  of  communications  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Lays  out  and  assigns  communications  and  radio  maintenance  and 
repair  jobs  for  subordinate  personnel;  checks  and  reviews  work  in  progress 
or  completed  assignments  to  assure  compliance  with  instructions  or 
procedures. 

2.  Consults  with  representatives  of  other  city  departments  in  connec- 
tion with  complaints  on  the  operation  of  radio  and  communication  equip- 
ment; modifies  existing  radio  equipment  and  installations. 

3.  Analyzes  remote  control  equipment  circuits,  and  similar  instal- 
lations for  malfunctions  when  communication  systems  difficulties  occur; 
notifies  appropriate  authorities  to  make  necessary  repairs. 

m    U.  Assures  that  federal  communication  commissidh  "regulations  and 
requirements  are  adhered  to  in  the  installation,  maintenance  and  repair 
of  radio  and  communication  equipment. 

5.  Analyzes  and  corrects  most  complex  maintenance  problems  of 
radio  installations  and  repairs  and  supervises  the  preparation  of  main- 
tenance and  installation  reports. 

6.  Assures  that  supplies  and  materials  are  available  for  mainten- 
ance and  repair  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  experience 
in  the  operation,  installation,  maintenance  and  repair  of  two-way  hose  and 
mobile  radio  equipment  and  communication:  installations,  including  some 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  rules  and  regulations  affecting  communications  equipment  as  prescribed 
by  the  federal  communications  systems. 

Requires  considerable  ability  to:   analyze  malfunctions  and  failures 
of  communications  equipment  and  take  proper  corrective  action;  read  and 
interpret  schematic  diagrams  and  layouts  for  radio  and  communication 
equipment. 


CLASS  TITLE;   SENIOR  RADIO  TECHNICIAN  (continued)  CODE:   7368 

Requires  considerable  skill  ins   the  use  of  testing  instruments 
and  tools  of  radio  repair;  the  application  of  radio  communication  system 
installation,  maintenance  and  repair  theory  and  practice  to  practical 
maintenance  and  repair  problems. 

License:  Requires  possession  of  a  valid  second-class  radio  tele- 
phone operator's  license  issued  by  the  federal  communications  commission; 
a  valid  state  motor  vehicle  operator :s  license. 

PROMOTIVE  LINES: 

To:   No  Normal  Line  of  Promotion 

From:   Radio  Technician 


CLASS  TITLE:   RIGGER  CODE:   7370 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  skilled  work  in  setting  up  rigging  for 
the  lifting,  moving  and  placing  of  heavy  objects;  and  performs  related 
duties  as  required. 

Mature  of  work  requires:   considerable  physical  effort  and  dexterity; 
exposure  to  physical  and  working  conditions  where  moderately  serious  in- 
juries may  occur  despite  provisions  of  safety  measures. 

EXAMPLES  OF  DUTIES: 

1.  Rigs  for  heavy  lifts  such  as  lumber,  cement  blocks,  machinery 
and  equipment. 

2.  Pulls  trees,  roots  and  fences. 

3.  Slings,  rigs  and  places  electrical  generators,  chlorine  tanks 
and  electric  motors. 

h-  Replaces  flag  poles  and  signs. 

5.  Rigs  for  handling  live  and  dead  animals  for  the  zoo. 

6.  Moves  booths,  engineer  shacks  and  small  houses. 

7.  Rigs  trucks  and  heavy  equipment  for  towing. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  responsible  rigging  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:  the 
principles  of  leverage  through  the  use  of  cables,  ropes,  pulleys  and 
slings  in  moving  heavy  equipment  and  material;  strength  and  safety  fac- 
tors involving  the  equipment  operated;  methods,  practices  and  signals 
used  as  applied  to  rigging;  safety  precautions  necessary  in  moving  and 
lifting  all  types  of  objects. 

Requires  ability  to:   use  various  types  of  knots  and  linkages;  de- 
tect flaws  and  weaknesses  in  ropes  and  cables;  estimate  weights  of  mater- 
ial and  equipment. 

Requires  skill  in  the  fabrication  and  adjustment  of  a  variety  of 
rigs  necessary  to  lifting  and  towing  operations  and  the  operations  of 
related  equipment. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From:   Original  entrance  examination. 


CLASS  TITLE;   SEWAGE  PLANT  OPERATOR  CODE:   7372 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  during  an  assigned  shift,  is  responsible  for 
operating  and  maintaining  a  wide  variety  of  complex  machinery  and 
equipment  in  a  sewage  disposal  plant  or  pumping  station;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   following  established  plant  operations, 
methods  and  procedures;  maintaining  and  preparing  routine  plant  opera- 
tions records  and  reports.  Nature  of  work  involves:  some  physical 
effort  in  maintenance,  repair  and  operation  of  plant  machinery  and  equip- 
ment; somewhat  disagreeable  working  conditions  due  to  exposure  in  the 
handling  of  raw  sewage. 

EXAMPLES  OF  DUTIES: 

1.  Makes  regular  visual  inspection  and/or  manual  tests  of  all 
plant  machinery  and  equipment,  in  an  assigned  area  or  pumping  station, 
for  proper  operation. 

2.  Adjusts  valves  and  controls  as  required  to  maintain  proper  flow 
and  treatment  of  sewage. 

3.  Takes  periodic  readings  of  gauges  and  meters,  and  charts  and 
records  results  in  plant  operating  log. 

U.   Performs  a  variety  of  manual  tasks  requiring  the  handling  of 
equipment  exposed  to  raw  sewage;  collects  raw  sewage  samples  on  pre- 
scribed schedule  at  specific  location;  may  make  routine  chemical  analysis 
of  samples  collected. 

5.   Assists  in  making  major  and  minor  repairs  to  all  treatment 
plant  and  pumping  station  machinery  and  equipment  including  pumps,  bar 
racks,  grit  collectors,  conveyors  and  washers,  chlorinators,  evaporators 
and  storage  tanks,  sludge  collectors,  drive  units,  deodorizing  equipment 
and  a  wide  variety  of  metering  and  recording  devices;  lubricates, 
greases  and  cleans  machinery  and  equipment  and  maintains  work  areas  in 
a  clean  and  orderly  fashion;  services  contacts  on  electric  motor  line 
starters,  auxiliary  relays  and  automatic  switches. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Reouires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  experience  in  the  operation,  main- 
tenance and  repair  of  a  wide  variety  of  mechanical  and  electrical  motors, 
pumps,  switches,  relays  and  auxiliary  equipment;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of  the 
operation,  maintenance  and  repair  of  switches,  circuit  breakers,  motors, 
pumps  and  a  variety  of  mechanical  and  electrical  plant  devices. 

Requires  ability  to:   analyze,  maintain  and  repair  a  variety  of 
mechanical  and  electrical  equipment;  make  repairs nto  plant  machinery  and 
equipment, as  necessary;  maintain  simple  plant  operating  records. 


CLASS  TITLE:  SEWAGE  PLANT  OPERATOR  (Continued)  CODE:  7372 

PROMOTIVE  LINES: 

To:  Senior  Sewage  Plant  Operator 
Senior  Operating  Engineer 

From:   Original  entrance  examination 
Junior  Operating  Engineer 


CLASS  TITLE:   SENIOR  SEWAGE  PLANT  OPERATOR  CODE:   7373 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  during  an  assigned  shift,  is  responsible 
for  supervising  the  operation  and  maintenance  of  complete  plant  machin- 
ery and  equipment  in  an  assigned  area  of  a  sewage  treatment  plant  or 
several  sewage  pumping  stations;  personally  participates  in  operation 
and  maintenance  activities  on  plant  machinery  and  equipment;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  plant 
operations,  methods,  techniques  and  procedures  to  subordinate  personnel; 
making  regular  contacts  with  departmental  supervisors  and  subordinate 
employees  relating  to  plant  operating  activities;  preparing  routine 
operating  records  and  reports.  Nature  of  work  involves:   some  physical 
effort  in  maintenance,  repair  and  operation  of  plant  machinery  and 
equipment;  somewhat  disagreeable  working  conditions  due  to  exposure  in 
the  handling  of  raw  sewage . 

EXAMPLES  OF  DUTIES: 

1.  Makes  regular  inspections  of  treatment  plant  or  assigned  station 
to  assure  all  equipment  is  functioning  properly  and  all  units  are 
properly  manned. 

2.  Supervises  and  instructs  subordinate  plant  operators  in  oper- 
ational change-over  of  machinery  and  equipment  substitutions  in  case  of 
emergencies. 

3.  Supervises  and  trains  subordinate  plant  operators  in  operation, 
maintenance  and  repair  techniques  and  processes. 

h.      Checks  plant  log  entries  and  sample  collection  activities  of 
subordinates. 

5.  Makes  required  entries  in  plant  log  and  prepares  summary  of  the 
plant  log  on  the  completion  of  assigned  shift. 

6.  Supervises  and  personally  participates  in  making  major  or  minor 
repairs  to  all  treatment  plant  and  pumping  station  machinery  and  equipment, 
including  pumps,  bar  racks,  drip  collectors,  conveyors  and  washers, 
chlorinators,  evaporators  and  storage  tanks;  sludge  collectors  and  drive 
units;  fans,  blowers,  deodorizing  equipment,  motor  line  starters,  relays, 
automatic  switches  and  a  wide  variety  of  metering  and  recording  devices. 

7.  Checks  and  reviews  completed  work  of  subordinate  plant  operating 
personnel. 

8.  Requests  materials,  supplies  and  equipment  necessary  for  main- 
tenance and  repair  activities. 

9.  At  the  airport,  makes  regular  bacteriological  and  chemical  tests 
on  raw  sewage,  raw  sludge,  effluent  and  digested  sludge. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  experience  in  the  operation,  mainte- 
nance and  repair  of  a  wide  variety  of  mechanical  and  electrical  motors, 
pumps,  switches  and  related  auxiliary  equipment,  including  two  years  of 
supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   SENIOR  SEWAGE  PLANT  OPERATOR  (continued)     CODE:   7373 

Knowledge;  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  operation  and  maintenance  requirements  of  a  wide  variety  of 
mechanical  and  electrical  pumps,  motors,  controls  and  meter  equipment; 
plumbing,  steamfitting  and  electrical  repair  work;  the  operation  and 
servicing  of  internal  combustion  engines. 

Requires  ability  to:   analyze,  maintain  and  repair  a  variety  of 
mechanical  and  electrical  equipment;  make  minor  or  major  repairs  to 
machinery  and  equipment  as  necessary;  maintain  plant  operating  records. 

Requires  considerable  skill  in  the  use  of  hand  tools  and  mainte- 
nance and  repair  equipment . 

At  the  airport,  requires  technical  knowledge  and  skill  to  conduc 
bacteriological  and  chemical  tests  of  various  stages  of  the  sewage 
treatment  processes. 

PROMOTIVE  LINES: 

To:   Chief  Sewage  Plant  Operator 

From:   Sewage  Plant  Operator 
Operating  Engineer 


CLASS  TITLE;   CHIEF  SEWAGE  PLANT  OPERATOR  CODE:   737i+ 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  direction,  is  responsible  for  supervising  the 
activities  of  subordinate  personnel  engaged  in  the  operation,  mainte- 
nance and  repair  of  all  mechanical  and  electrical  machinery  and 
equipment  in  a  large  sewage  treatment  plant;  participates  in  plant 
operational  planning;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carry- 
ing out  existing  plant  operation  methods  and  processes;  assisting  in 
developing  new  plant  operation  procedures;   making  regular  contacts 
with  subordinate  and  superior  plant  personnel  relative  to  plant 
operation  methods  and  procedures;  reviewing  and  summarizing  operation 
logs  and  preparing  related  reports.   Nature  of  work  requires  intermit- 
tent exposure  to  raw  sewage  in  connection  with  plant  operation  and 
maintenance  responsibility. 

EXAMPLES  OF  DUTIES: 

1.   Plans,  assigns  and  schedules  the  work  assignments  of  subordi- 
nate operating  and  maintenance  personnel. 

2„   Plans  and  supervises  a  comprehensive  preventive  maintenance 
program  covering  all  aspects  of  the  sewage  treatment  plant;  reviews 
all  plant  operating  logs  and  prepares  monthly  summary  operational 
reports. 

3.  Maintains  materials  and  supplies  inventory  and  prepares  requi- 
sitions for  needed  materials  and  supplies. 

U.   Prepares  cost  estimates  for  maintenance  and  repair  projects. 

5.  Makes  recommendations  in  connection  with  plant  modification 
and  alterations  both  to  the  physical  plant  and  related  machinery  and 
equipment . 

6.  May  rerr'.jw  plant  modification  plans  prepared  by  others  and  make 
recommendations  to  superiors  on  same. 

7.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  eight  years  of  progressively  responsible  experience 
in  the  operation,  maintenance  and  repair  of  a  wide  variety  of  mechanical 
and  electrical  motors,  pumps,  switches  and  related  automatic  auxiliary 
equipment,  including  four  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:  the  machinery,  equipment  and  operation  of  a  large  sewage  treatment 
plant;  the  chemical  process  and  operational  and  maintenance  problems  of 
sewage  treatment  plants . 

Requires  ability  to:  plan,  assign,  advise  and  inspect  the  work  of 
subordinate  operating  personnel;  maintain  records  and  prepare  operating 
reports;  deal  effectively  and  courteously  with  departmental  personnel. 


CLASS  TITLE:   CHIEF  SEWAGE  PLANT  OPERATOR  CODE:  737k 

(Continued) 

PROMOTIVE  LINES: 

To:   Building  Maintenance  Superintendent 

Superintendent  Sewage  Treatment  Plant 

From:   Senior  Sewage  Plant  Operator 


CLASS  TITLE:   SHEET  METAL  WORKER  CODE:   7376 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cuts,  forms,  fabricates,  repairs  and 
installs  light  gauge  sheet  metal  materials  and  parts;  and  performs 
related  duties  as  required.   Nature  of  work  requires:   some  physical 
effort  and  dexterity  in  the  use  of  the  fingers,  limbs  and  body;  exposure 
to  working  conditions  where  moderately  serious  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Determines,  from  work  orders  or  blueprints,  work  to  be  done 
and  the  type,  cut  and  material  needed;  obtains  metal  from  stock  or  on 
requisition  and  measures  and  marks  it  for  cutting  and  forming;  cuts 
out  sheet  metal  parts  using  hand  or  power  tools,  bends  and  forms  pieces 
and  fastens  parts  together  with  joining  equipment. 

2.  Erects  scaffolds  for  work  to  be  done  in  high  locations. 

3.  Lifts  and  sets  sheet  metal  parts  and  objects  in  place  and 
connects  with  other  units. 

U.   Uses  solder,  arc  or  acetylene  or  spot  welding  equipment  to 
join  metal  parts  and  pieces. 

c.      Fabricates  air  conditioning  and  ventilator  ducts,  sinks, 
countertops  and  trays. 

6.  Fabricates  outside  sheet  metal  parts  such  as  skylights,  gutters, 
downspouts  and  louvers. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  sup- 
plemented  by  at  least  two  years  of  journeyman  level  sheet  metal  working 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
methods,  practices,  materials,  equipment  and  tools  of  bhe  sheet  metal 
trade;  the  hazards  and  safety  precautions  of  the  work. 

Requires  ability  to:   fabricate,  repair  and  install  a  wide  variety 
of  items  made  from  sheet  metal;  follow  oral  and  written  instructions 
and  work  from  instructions,  sketches  and  blueprints  to  close  tolerances. 

Requires  considerable  skill  in  the  use  of  the  tools  and  equipment 
of  the  trade. 

PROMOTIVE  LINES: 

To:   Sheet  Metal  Worker  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   STAGE  ELECTRICIAN  CODE:   7377 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  supervision,  performs  skilled  electrical  work  in 
connection  with  the  maintenance  and  operation  of  complex  stage  lighting 
systems  and  switch  board;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  proper  operation  and  maintenance 
of  stage  lighting  systems;  making  routine  contacts  with  other  depart- 
mental personnel  and  outside  organizations  in  connection  with  stage 
lighting  requirements.   Nature  of  work  requires  some  physical  effort 
and  dexterity  in  the  use  of  fingers,  limbs  and  body. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  lighting  and  lighting  sequences  according  to  script  or 
lighting  cues  for  a  variety  of  stage  attractions, 

2.  Operates  stage  switch  board  in  controlling  the  lighting 
sequences  required  for  various  stage  productions, 

.'3.   Repairs  and  maintains  all  stage  lighting  equipment  and 
auxiliaries,  including  dimmers,  switches  and  controls. 

h.      Cleans  and  relamps  all  stage  and  auditorium  light  installa- 
tions, spot  lights,  lenses  and  controls, 

5.   Services  generating  and  hydraulic  pump  control  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences   Requires  completion  of  high  school, 
supplemented  by  three  years  of  journeyman  level  experience  in  the 
maintenance,  repair  and  operation  of  complex  stage  lighting  equipment 
and  facilities;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   stage  productions,  particularly  as  applied  to  their  lighting 
requirements;  the  capacities  and  uses  of  stage  lighting  equipment;  the 
use  of  electrical  testing  and  repair  instruments,  tools  and  machinery. 

Requires  considerable  ability  to?  plan  and  execute  lighting 
sequences  and  utilize  appropriate  lighting  equipment;  maintain 
effective  working  relationships  with  production  stage  personnel. 

Requires  considerable  skill  in  the  precise  timing  and  operation  of 
stage  lighting  controls  and  equipment. 

PROMOTIVE  LINES: 

To:  Maintenance  Electrician  Foreman 

From:  Original  entrance  examination 


CLASS  TITLE:   TILE  SETTER  CODE:   7378 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  tile  setting  work  in 
connection  with  the  maintenance,  repair  and  alteration  of  buildings  and 
facilities;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   some  physical  effort  and  considerable  manual 
dexterity;  exposure  to  working  conditions  where  minor  injuries  may  be 
encountered;  normal  color  vision. 

EXAMPLES  OF  DUTIES: 

1.  Matches,  cuts,  drills,  fits  and  sets  a  wide  variety  of  tile. 

2.  Mixes,  prepares  and  colors  mortar. 

3.  Sets  and  repairs  tiles  in  floors,  walls  and  lavatories,  including 
all  classes  of  tile  patching  and  servicing. 

k.      Cuts,  drills,  fits  and  sets  marble  and  glass  slabs,  tiles, 
partitions  and  wall  facings. 

5.  Mixes  and  pours  concrete. 

6.  Maintains  records  and  makes  reports  on  various  jobs. 

7.  Stores  materials  and  supplies  and  maintains  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  journeyman  level  tile  setting  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
procedures,  materials,  tools  and  other  equipment  used  in  tile  setting; 
the  various  types  of  tiles  and  methods  of  setting  them;  the  building  code 
and  safety  practices  applicable  to  tile  setting  work. 

Requires  ability  to:   mix,  color,  and  prepare  mortar;  understand 
and  carry  out  oral  and  written  instructions;  requisition  materials  and 
care  for  materials  and  equipment. 

Requires  considerable  skill  in:   the  installation  of  tile  work, 
including  marble  and  glass  slabs,  partitions  and  wall  facings;  coloring 
mortar  and  matching  tile . 

PROMOTIVE  LINES: 

To:   No  Normal  Line  of  Promotion 

From:   Original  Entrance  Examination 


CLASS  TITLE:   ELECTRICAL  TRANSIT  MECHANIC  CODE:   7379 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  mechanical  work  in 
connection  with  the  maintenance  and  repair  of  electrical  transit  equip- 
ment 5  makes  emergency  repairs  to  disabled  equipment  on  the  road;  and 
performs  related  duties  as  required. 

Nature  of  the  work  involves  considerable  physical  effort  and 
dexterity  in  the  use  of  fingers,  limbs  and  body,  with  continuous  exposure 
to  physical  and  working  conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Tests,  repairs  and  maintains  electric  circuits,  relays,  contacts, 
controllers  and  compressors  on  street  cars  and  trolley  coaches;  inspects 
and  replaces  main  motor  and  motor  generator  brushes,  leads  and  resistors; 
inspects  and  repairs  passenger  signal  switches  and  buzzer  circuits. 

2.  Removes  and  repairs  electrical  cam  operating  fingers;  repairs 
and  replaces  all  types  of  lights  and  sockets. 

3-   Removes  and  repairs  electric  current  collecting  equipment, 
electric  magnetic  valves  and  electric  interlocks. 

U.   Removes  and  replaces  motors  in  street  car  trucks;  overhauls 
street  car  and  cable  car  trucks. 

Jj.   Repairs  and  replaces  cable  car  grips;  replaces  worn  out  grip 
parts;  changes  cable  car  grips  on  the  road;  replaces  worn  out  track 
brake  shoes  on  cable  cars;  checks  brakes,  grips,  batteries  and  other 
mechanical  operating  parts  of  cable  cars;  replaces  interior  marker 
clearings  and  head  lights  as  required;  wires  electrical  system  on  cable 
cars . 

6.  Inspects,  maintains  and  repairs  cable  car  generators  and  voltage 
regulators . 

7.  Lays  out  metal  for  shaping,  bending  and  heating  to  conform  with 
parts  in  truck  and  body  repair  work. 

8.  Removes  and  replaces  brake  shoes;  removes  and  replaces  rear 
ends,  wheels,  bearings  and  rollers,  drag  links,  brake  cams,  bushings, 
air  lines  and  diaphragms. 

9.  Inspects,  removes  and  replaces  electrical  parts  of  fare  boxes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  two  years  of  journeyman  level  experience  in  the 
maintenance,  repair  and  overhaul  of  electrical  transit  equipment;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
methods,  materials,  machinery,  tools  and  equipment  used  in  the  mainte- 
nance and  repair  of  electrical  transit  equipment;  the  operating  and 
preventive  maintenance  requirements  of  such  equipment;  good  working 
knowledge  of  electrical  theory,  testing  and  inspection. 


CLASS  TITLE:   ELECTRICAL  TRANSIT  MECHANIC   (continued)      CODE:   7379 

Requires  ability  to:   analyze  malfunctions  in  electrical  transit 
equipment  and  determine  repair  requirements;  make  time  and  material  cost 
estimates. 

Requires  skill  in  the  use  of  the  tools,  machinery  and  equipment  of 
the  trade. 

PROMOTIVE  LINES: 

To:   Electrical  Transit  Mechanic  Sub-Foreman 

From:   Original  entrance  examination 
Electrical  Transit  Serviceman 


CLASS  TITLE:  ELECTRICAL  TRANSIT  MECHANIC  SUB-FOREMAN       CODE:   7380 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  shift,  performs  skilled 
mechanical  work  in  connection  with  the  maintenance  and  repair  of 
electrical  transit  equipment;  exercises  work  direction  over  a  small  group 
of  subordinate  mechanical  craftsmen  and  servicemen  engaged  in  such  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
maintenance  and  repair  methods  and  procedures;  preparing  and  maintaining 
ordinary  operating  and  maintenance  reports. 

Nature  of  the  work  involves  considerable  physical  effort  and 
dexterity  in  the  use  of  fingers,  limbs  and  body,  including  continuous 
exposure  to  physical  and  working  conditions  where  minor  injuries  may  be 
incurred. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  maintenance  and  repair  jobs  to  subordinate  craftsmen. 

2.  Inspects  and  reviews  maintenance  and  repair  work  to  assure 
conformation  with  instructions  and  standard  procedures. 

3.  Inspects  incoming  equipment  for  damage  and  malfunctions  and 
arranges  for  necessary  repairs. 

h.      Performs  a  variety  of  electrical  transit  mechanic  maintenance 
and  repair  work  on  mechanical,  electrical  and  pneumatic  equipment  of 
street  cars,  trolley  coaches  and  cable  cars. 

5.  Makes  emergency  repairs  to  electrical  transit  equipment  in  the 
field. 

6.  Maintains  records  pertaining  to  maintenance,  repair  and  ser- 
vicing activities  on  an  assigned  shift. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  journeyman  level  experience  in  the 
maintenance  and  repair  of  electrical  transit  equipment,  preferably 
including  some  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  methods,  materials,  machinery,  tools  and  equipment  used  in  the 
maintenance  and  repair  of  electrical  transit  equipment;  the  operating 
and  preventive  maintenance  requirements  of  such  equipment;  good  working 
knowledge  of  electrical  theory,  testing  and  inspection. 

Requires  ability  to:   analyze  malfunctions  in  electrical  transit 
equipment  and  determine  repair  requirements;  make  time  and  material  cost 
estimates;  maintain  shop  and  vehicle  operating  records;  assign  and 
supervise  the  work  of  subordinates. 

Requires  considerable  skill  in  the  use  of  tools,  machinery  and 
equipment  of  the  trade. 


CLASS  TITLE:      ELECTRICAL   TRANSIT  MECHANIC  SUB-FOREMAN  CODE:      7380 

( continued) 

PROMOTIVE  LINES: 

To:      Electrical   Transit  Mechanic  Foreman 

From:      Electrical  Transit  Mechanic 


CLASS  TITLE:   AUTOMOTIVE  MECHANIC  CODE:   738l 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  mechanical  work  in 
connection  with  the  maintenance,  repair  and  overhaul  of  a  variety  of 
automotive  equipment;  and  performs  related  duties  as  required. 

Nature  of  work  involves:   considerable  physical  effort  and 
dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Maintains,  repairs  and  overhauls  a  variety  of  automotive 
equipment,  including  gas  and  diesel  buses,  trucks,  passenger  cars  and 
fire  apparatus . 

2.  Removes,  repairs,  overhauls  and  installs  engines,  brake  systems, 
clutches,  transmissions,  differential  assemblies  and  hydraulic  systems. 

3.  Repairs  and  overhauls  blowers,  pumps,  valves,  piping  systems, 
tanks,  and  similar  accessory  equipment. 

i|.  Adjusts  and  installs  pistons,  rings  and  bearings;  cleans, 
repairs  and  installs  carburetors  and  fuel  injection  systems. 

f>.  Maintains  and  installs  lighting  circuits  and  auxiliary 
actuating  circuits;  repairs  and  replaces  generators;  repairs,  adjusts 
and  installs  ignition  systems. 

6.  Turns  brake  drums;  relines  brake  shoes;  installs  and  adjusts 
braking  systems. 

7.  Repeirs  and  calibrates  fuel  pumps  and  speedometers. 

8.  Operates  shop  equipment  and  machine  tools  in  connection  with 
maintenance,  repair  and  overhaul  work,  as  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
pi  em ent^d~by~^t~TelisT-two—years  of  journeyman  level  mechanical  experience 
in  the  maintenace,  repair  and  overhaul  of  automotive  equipment;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of:   the  methods,  materials,  machinery,  tools  and  equipment  used  in  the 
maintenance,  repair,  and  overhaul  of  a  wide  variety  of  automotive  equip- 
ment; the  operating  and  preventative  maintenance  requirements  of  such 
equipment . 

Requires  ability  to:   analyze  malfunctions  in  automotive  equipment; 
determine  repair  requirements;  make  time  and  material  cost  estimates . 

Requires  considerable  skill  in  the  use  of  the  tools,  machinery  and 
equipment  of  the  trade. 

License:   Requires  possession  of  a  valid  state  chauffeur's  license. 


CLASS  TITLE:   AUTOMOTIVE  MECHANIC   (continued)  CODE:   7381 

PROMOTIVE  LINES: 

To:   Automotive  Mechanic  Sub-Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   AUTOMOTIVE  MECHANIC  SUB-FOREMAN  CODE:   7382 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  shift,  performs 
skilled  mechanical  work  in  connection  with  the  maintenance,  repair  and 
overhaul  of  a  variety  of  automotive  equipment;  exercises  work  direction 
over  a  small  group  of  subordinate  mechanical  craftsmen  and  servicemen 
engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
maintenance  and  repair  methods  and  procedures;  preparing  and  maintaining 
ordinary  operating  and  maintenance  reports. 

Nature  of  work  involves:   considerable  physical  effort  and  dexterity 
in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical 
and  working  conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  maintenance,  repair  and  overhaul  jobs  to  subordinate 
mechanical  craftsmen. 

2.  Inspects  and  reviews  mechanical  maintenance  and  repair  of 
vehicles  to  assure  conformance  with  instructions  and  standard  procedures. 

3.  Maintains  records  of  equipment  mileage  and  service  time  of 
component  parts  of  equipment. 

U.   Inspects  incoming  equipment  for  damage  and  malfunctions  and 
arranges  for  necessary  repairs. 

5.  Performs  a  variety  of  mechanical  and  appurtenant  electrical 
maintenance  and  repair  work  on  gas  and  diesel  buses,  passenger  cars  and 
trucks. 

6.  Operates  shop  equipment  and  machine  tools  in  connection  with 
maintenance,  repair  and  overhaul  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  journeyman  level  mechanical  experience 
in  the  maintenance,  repair  and  overhaul  of  automotive  equipment,  prefer- 
ably including  some  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience , 

Knowleoje,  Abilities  and  Skills:   Requires  considerable  working 
knowledge  of:   the  methods,  materials,  machinery,  tools  and  equipment 
used  in  the  maintenance,  repair  and  overhaul  of  a  wide  variety  of 
automotive  equipment;  the  operating  and  preventative  maintenance  require- 
ments of  such  equipment. 

Requires  ability  to:   analyze  malfunctions  in  automotive  equipment; 
determine  repair  requirements;  make  time  and  material  cost  estimates; 
maintain  shop  and  vehicle  operating  records. 

Requires  considerable  skill  in  the  use  of  tools,  machinery  and 
equipment  of  the  trade. 

License:   Requires  possession  of  a  valid  state  chauffeur's  license. 


CLASS  TITLE:   AUTOMOTIVE  MECHANIC  SUB-FOREMAN  CODE:   7382 

( continued) 

PROMOTIVE  LINES: 

To:  Automotive  Mechanic  Foreman 

From:   Automotive  Mechanic 


CLASS  TITLE:   TRANSMISSION  LINEMAN  CODE:   7383 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  journeyman  lineman  work 
in  the  construction,  maintenance  and  repair  of  high  voltage  overhead 
transmission  and  distribution  lines;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  existing  methods  and 
procedures  involving  high  tension  line  construction,  maintenance  and 
repair  activities;  keeping  routine  records  of  work  time  and  materials 
used.  Nature  of  work  involves:   considerable  physical  effort  and 
dexterity  in  the  use  of  fingers,  limbs  and  body;  frequent  exposure  to 
natural  elements  and  working  conditions  where  serious  accidents  or 
injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.   Installs,  repairs  and  maintains  high  tension  overhead 
transmission  systems,  related  feeder  lines,  towers  and  poles;  performs 
such  maintenance  activities  when  lines  are  energized  as  well  as  cold. 

2a     Operates  pnwter  auger  lo  dig  pole  holes;  sets,  plumbs  and 
ancuors  poles. 

3.   Repairs  and  replaces  cross  arms  and  strings  new  transmission 
lines  and  wires. 

ho     Splices  and  makes  repairs  to  aluminum  and  copper  conductors. 

5.  Cleans  and  paints  transmission  towers;  patrols  and  inspects 
transmission  lines  and  removes  trees  or  oother  obstructions  on  line 
right-of-way. 

6.  Overhauls  and  replaces  switches,  circuit  breakers  and  fuses. 

7.  Cleans  and  washes  insulators  with  special  "hot  line"  equipment. 

8.  May  perform  general  electrical  maintenance  work  on  domestic 
and  other  types  of  wiring  facilities  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  four  years  of  journeyman  level  openwire  high 
voltage  line  construction,  maintenance  and  repair  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
the  theory  of  electricity,  particularly  as  applied3 to  high  voltage 
transmission  lines;  overhead  transmission  line  construction  and 
maintenance  methods  and  procedures,  including  state  general  order  number 

95. 

Requires  knowledge  of  the  practical  application  of  pole-top 

resuscitation  and  first-aid  methods. 

Requires  ability  to:   analyze  and  locate  malfunctions  in  trans- 
mission lines  and  make  necessary  repairs;  read  and  interpret  plans  and 
drawings;  apply  knowledge  of  tools  and  techniques  to  work  on  energized 
lines. 


CLASS  TITLE:   TRANSMISSION  LINEMAN  (continued)  CODE:   7383 

Requires  considerable  skill:   in  the  application  of  electrical 
theory  and  practice  to  field  maintenance  and  repair  problems;  in 
climbing  high  poles  and  towers;  in  using  rigging  techniques  applicable 
to  transmission  line  work. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operat  or ' s  license . 

PROMOTIVE  LINES: 

To:   Transmission  Lineman  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   TYPEWRITER  REPAIRMAN  CODE:   733U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  highly  skilled  typewriter 
maintenance,  repair  and  overhaul  work  in  the  field  and  shop;  makes  minor 
repairs  and  adjustments  to  other  office  machines;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  established  methods  and  pro- 
cedures relative  to  typewriter  and  office  machine  repair;  maintaining 
routine  records  of  inspectional  and  repair  work  accomplished;  making 
occasional  contacts  with  office  workers,  division  heads  and  business 
machine  representatives. 

EXAMPLES  OF  DUTIES: 

1.  Makes  regularly  scheduled  services  and  emergency  calls  to  main- 
tain, service  and  repair  manual  and  electric  typewriters  and  office 
machines;  makes  major  and  minor  repairs;  overhauls  and  rebuilds  and 
salvages  parts  on  all  makes  and  models  of  typewriters. 

2.  Dismantles  electric  and  manual  typewriters,  cleans  machine  and 
parts  in  ammonia  solution;  drys  parts  in  an  industrial  oven;  replaces 
broken  and  worn  parts;  rebuilds  as  necessary  for  good  operation. 

3.  Operates  lathe,  drill  press  and  buffer;  makes  small  machine 
parts,  screws  and  shafts;  requisitions,  receipts  for  and  maintains  spare 
parts,  spare  parts  lists  and  other  supplies. 

k.  Fills  requisitions  for  typewriters  and  other  office  machines; 
orders  parts;  takes  inventory;  maintains  records  and  serial  numbers  of 
all  machines;  makes  modifications  and  key  board  changes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  responsible  experience  in  the 
maintenance  and  repair  of  office  machines  and  typewriters;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
operation,  maintenance  and  repair  of  manual  and  electric  typewriters 
and  office  machines  and  the  use  of  materials  and  tools  necessary  to 
the  maintenance  of  such  equipment. 

Requires  ability  to:   analyze  malfunctions  in  typewriters  and 
office  machines  and  make  effective  repairs;  deal  courteously  with  other 
personnel;  prepare  ordinary  operating  records  and  reports. 

Requires  considerable  skill  in  the  use  of  appropriate  hand  tools. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Typewriter  Repairman 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  TYPEWRITER  REPAIRMAN  CODE:   738$ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  inspection,  maintenance,  overhaul 
and  repair  of  various  makes  and  models  of  typewriters  and  other  office 
machines;  performs  highly  skilled  maintenance  and  repair  work  in  connec- 
tion therewith;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  policies  and  methods  relating  to  typewriter  and  office 
machine  repair;  making  occasional  responsible  contacts  on  specialized 
matters  with  office  workers;  division  and  department  heads  and  business 
machine  representatives;  maintaining  important  spare  parts  and  inventory 
records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  work  of  others  in  the  inspec- 
tion, repair,  overhauling  and  rebuilding  of  typewriters  and  office 
machines. 

2.  Makes  regularly  scheduled  services  and  emergency  calls  to  main- 
tain, service  and  repair  manual  and  electric  typewriters  and  office 
machines;  makes  major  and  minor  repairs,  overhauls  and  rebuilds  and 
salvages  parts  of  all  makes  and  models  of  typewriters. 

3.  Keeps  records  of  excessive  troubles  on  various  makes  and  models 
of  typewriters  in  order  to  give  a  true  evaluation  of  mechanical  failures 
and  recommend  models  that  will  give  most  economical  service. 

h.      Operates  lathe,  drill  press  and  buffer;  makes  small  machine 
parts,  screws  and  shafts;  requisitions,  receipts  for  and  maintains  spare 
parts,  spare  parts  lists  and  other  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  responsible  experience  in  the 
maintenance  and  repair  of  office  machines  and  typewriters,  including 
one  year  of  supervisory  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of  the  operation,  maintenance  and  repair  of  a  variety  of  manual  and 
electric  typewriters  and  office  machines  and  the  use  of  materials  and 
tools  necessary  to  the  maintenance  and  repair  of  such  equipment. 

Requires  ability  to:   plan,  assign  and  supervise  the  work  of  others; 
analyze  malfunctions  in  typewriters  and  office  machines  and  make 
effective  repairs;  deal  effectively  with  others;  prepare  ordinary 
operating  records  and  reports. 

Requires  considerable  skill  in  the  use  of  appropriate  hand  tools. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   SENIOR  TYPEWRITER  REPAIRMAN  CODE:   7385 

(continued) 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Typewriter  Repairman 


CLASS  TITLE:  UPHOLSTERER  CODE:   738? 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  fabrication  and  repair  of  upholstered  equipment  and  related  canvas  and 
leather  equipment;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  in  following  established  methods  and 
procedures  relating  to  fabricating  and  repair  of  upholstered  equipment; 
achieving  minor  economies  through  efficient  handling  of  supplies  and 
equipment.   Nature  of  work  requires  some  physical  effort  and  considerable 
manual  dexterity  in  the  use  of  the  fingers,  hands  and  arms. 

EXAMPLES  OF  DUTIES: 

1.  Fits,  cuts,  sews,  repairs  and  re-upholsters  worn  or  damaged 
upholstered  parts  in  coaches,  street  cars,  automobiles,  office  furniture, 
fire  and  utility  trucks . 

2.  Designs,  makes  and  repairs  mail  bags,  aprons,  welders  screens, 
fire  extinguisher  carrying  cases,  transit  operator  curtains,  waterproof 
protective  tarpaulins  and  covers  for  fire  fighting  apparatus  and  utility 
trucks . 

3.  Makes  and  repairs  various  straps,  hoods,  aprons,  binders  and 
other  leather  items. 

h.     Makes  flags,  pennants,  safety  jackets,  typewriter  covers  and 
photographer  cases;  may  re-string  and  re-ladder  Venetian  blinds. 

5.   Inspects  and  surveys  requested  work,  making  such  fittings, 
drawings  and  measurements  as  necessary,  including  cost  estimates  of  labor 
and  materials  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
pi  emenTeTTy~TFTe^t~Two—years  of  journeyman  level  upholstery  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
techniques,  tools  and  materials  of  the  trade. 

Requires  ability  to:   follow  written  and  oral  instructions;  work  from 
patterns  and  sketches  and  prepare  original  patterns. 

Requires  considerable  skill  in  the  use  of  upholstery  machines  and 
materials. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   UTILITY  PLUMBER  CODE:   7388 

CHARACTERISTICS  OF  THE  CLASS: 

Qndei  general  supervision;  performs  skilled  plumbing  work  in  the 
installation,  maintenance  and  repair  of  water  mains,  pipes,  meters,  fire 
hydrants  and  hydrant  leads;  and  performs  related  duties  as  required, 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
policies  and  methods  relative  to  installation,  maintenance  and  repair 
activities;  maintaining  ordinary  records  of  time  worked  and  materials 
expended,  Nature  of  duties  involves:   considerable  pnysicai  effort  and 
dexterity  in  the  use  of  the  fingers,  limbs  and  bodyj  frequent  exposure 
to  physical  and  working  conditions  where  moderately  serious  injuries  may 
occur;  working  in  inclement  weather  and  disagreeable  elements  with 
possible  health  hazards 

EXAMPLES  OF  DUTIES: 

1.  Installs  new  water  services  and  mains  or  replaces  or  relocates 
services  with  copper,  cast  iron,  wrought  iron  or  steel  pipes  and  bronze, 
copper  or  galvanized  fittings;  drills  and  taps  water  mains. 

2.  Locates  and  repairs  underground  and  surface  leaks  on  service 
pipes  and  water  mains;  makes  repairs  under  water  pressure,  using  various 
methods;  installs,  changes,  removes  and  makes  field  repairs  to  water 
meters;  sets  meters  and  meter  boxes  in  conformity  with  established  side- 
walk grades;  installs,  relocates  or  changes  temporary  water  mains  and 
/r.akes  necessary  alterations  to  water  services  and  meters;  removes  meters 
and  conducts  flow  and  pressure  tests. 

3.  Cleans  and  maintains  traps;  repairs  gate  valves;  changes  broken 
or  worn  spindles;  repacks  glands;  assists  in  the  operation  of  gate 
valves;  checks  air  valves  when  filling  mains;  repairs  leaks  in  cast 
iron  mains  using  leak  clamp  for  minor  breaks,  or  in  the  case  of  large 
breaks,  cuts  cut  and  removes  broken  section  and  installs  new  section; 
installs  necessary  piping  and  sets  recording  chart  meters  or  registers 
on  water  mains  and  meters;  recauiks  joints  on  new  and  old  mains;  lays 
out  and  installs  new  mains  and  pertinent  fittings, 

li.  Supervises  a  small  crew  of  semi-skilled  and  unskilled  helpers 
in  the  performance  of  various  maintenance  activities  or  installations  of 
new  services;  supervises  and  assists  in  the  excavation  and  backfilling  of 
trenches,  the  disinfection  and  flushing  of  mams  and  fittings  and  the 
setting  up  and  operating  of  various  equipment  necessary  to  maintenance 
and  installation  activities. 

$,      Inspects,  services,  repairs  and  replaces  defective  parts  of 
high  and  low  pressure  fire  hydrants;  makes  needed  repairs  in  the  field 
when  possible  or  removes  hydrants  for  shop  repair;  operates,  inspects 
and  makes  repairs  to  high  and  low  pressure  gate  valves;  caulks  joints 
using  suitable  caulking  materials  and  tools;  paints  fire  hydrants; 
rebuilds  hydrant  bodies;  inspects  the  installation  and  alteration  of 
high  pressure  mains  and  hydrant  leads;  tests,  inspects  and  services 
building  standpipes;  inspects,  makes  repairs  to  and  fills  fire  cisterns; 
makes  repairs  and  adjustments  to  high  pressure  recorders;  inspects, 
services,  repairs  and  replaces  defective  parts  of  reservoirs  and  tanks; 
may  perform  incidental  maintenance  or  installation  of  inside  plumbing 
when  required. 


CLASS  TITLE:   UTILITY  PLUMBER  (continued)  CODE:   7388 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  three  years  of  Journeyman  level  experience  in  the 
maintenance  and  installation  of  plumbing  facilities,  preferably,  on 
high  pressure  water  systems;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
methods,  tools,  equipment  and  supplies  used  in  the  installation, 
servicing,  repair  and  replacement  of  water  mains,  service  pipes  and 
connections,  fire  hydrants  and  other  water  supply  installations. 

Requires  the  ability  to:   carry  out  duties  according  to  instruc- 
tions and  use  good  judgment  in  making  unsupervised  or  emergency  repairs; 
cooperate  with  other  employees  in  the  performance  of  duties  and  supervise 
and  inspect  the  work  of  subordinates. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Fire  Department  Water  System  Sub-Foreman 
Utility  Foreman 
Plumber  Foreman 

From:   Original  entrance  examination 
Utility  Plumber  Helper 


CLASS  TITLE:  WATER  GATEMAN  CODE:   7389 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  gate  valves  on  the  water  dis- 
tribution system;  flushes  mains;  makes  initial  investigations  of  complaints 
involving  water  leakage;  responds  to  second  and  over  alarms  of  fire  to 
regulate  flow  of  water,  as  directed;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies,  methods  and  procedures  for  controlling 
water  flow  in  the  water  distribution  system;  making  regular  contacts 
with  the  general  public,  property  owners,  tenants,  property  managers, 
or  representatives  of  outside  organizations  in  explaining  procedures  and 
regulations  relating  to  water  valve  controls;  preparing,  checking  and 
reviewing  important,  detailed  and  complex  operational  records  pertaining 
to  sizes  and  locations  of  numerous  water  valves  throughout  the  city  and 
for  assembling  and  accumulating  supplementary  information  to  effect 
corrections  and  clarifications.  Nature  of  duties  involves  sustained 
physical  effort,  considerable  walking  and  manual  effort  and  dexterity, 
with  frequent  exposure  to  accident  and  health  hazards  and  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Responds  to  complaints  or  emergencies  arising  in  connection 
with  the  use,  operation  and  maintenance  of  the  water  distribution  system 
which  necessitate  prompt  observation  and  determination  and.  action; 
determines  locations  of  valves  related  to  each  situation;  makes  shut- 
downs and  later  restores  mains  to  service  with  regard  to  installations  of 
new  mains,  repairs  to  existing  mains,  fire  hydrant  connections  and  large 
domestic  fire  sprinkler  services. 

2.  Maintains  and  uses  a  main  pipe  and  gate  valve  record  book 
consisting  of  detailed  drawings  of  the  main  pipe  and  gate  valve  system, 
coded  by  various  symbols  and  colors,  to  denote  and  identify  various 
important  aspects;  consults  records  before  operating  any  valve. 

3.  Operates  tools  and  equipment  necessary  to  open  or  close  valves, 
including  gate  valve  operating  machine,  air  valve  machine,  gate  valve 
wrenches  and  various  small  hand  tools;  notifies  consumers  in  the  vicinity 
of  the  times  involved  in  planning  shut-downs;  responds  to  multiple  alarm 
fires  and  regulates  flow  of  water  as  requested  by  fire  chief. 

h.      Regulates  water  supply  from  various  distribution  reservoirs  and 
in  individual  pressure  districts  by  operating  necessary  valves. 

5.  Coordinates  progress  of  repairs  to  mains  and  connections  during 
interval  in  which  water  is  shut  off  to  insure  time  schedules  for  shut- 
downs will  be  adhered  to;  takes  necessary  precautions  and  actions  to 
insure  that  consumers  have  adequate  water  supply. 

6.  Makes  initial  investigations  to  complaints  involving  water 
leaks,  poor  pressure,  no  water,  holes  in  sidewalk  or  street;  determines 
action  necessary  for  making  immediate  repairs  or  dispatching  service  ;rews 
to  the  scene. 


CLASS  TITLE:  WATER  GATEMAN  (continued)  CODE:   7389 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  ten  years  of  general  experience  in  waterworks  main 
line  and  distribution  system,  construction,  operation,  maintenance  and 
repair,  at  least  three  years  of  which  shall  have  been  in  the  capacity  of 
a  utility  plumber,  district  water  serviceman,  or  inspector  foreman;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  general  knowledge  of: 
waterworks  distribution  system,  construction,  operation,  maintenance  and 
repair  and  of  the  locations  of  mains  and  control  valves  and  fittings; 
elementary  mechanical  drafting  knowledge  and  skill  to  accurately  depict 
locations  of  mains,  distribution  lines,  hydrants,  valves  and  appurte- 
nances. 

Requires  natural  ability  and  skill  to  meet  the  general  public 
tactfully  and  obtain  compliance  with  rules,  regulations  and  procedures 
concerning  emergency  shut-downs. 

PROMOTIVE  LINES: 

To:   Utility  Foreman 

From:  District  Water  Serviceman 


CLASS  TITLE:  WELDER  CODE:   7390 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  repairs,  fabricates,  maintains  and  fuses 
metal  parts  and  equipment  by  use  of  acetylene  or  electric  arc  welding 
methods;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   normal  attention,  with  short  periods  of 
concentration;  some  physical  effort  and  dexterity  in  the  use  of  the 
fingers,  limbs  and  body;  continuous  exposure  to  working  conditions  where 
moderately  serious  injuries  may  be  encountered  despite  provision  of 
safety  measures. 

EXAMPLES  OF  DUTIES: 

1.  Welds,  brazes  and  burns  broken  and  worn  parts  and  repairs 
various  types  of  equipment. 

2.  Welds  switches,  mates  and  frogs,  rail  joints,  and  makes  repairs 
to  other  allied  equipment  for  cable  cars,  street  cars,  trolley  coaches, 
gas  and  diesel  buses. 

3.  Makes  welding  repairs  to  fire  apparatus  frames,  bumpers,  motor 
blocks,  gears,  housings;  makes  similar  repairs  to  aerial  ladders,  bodies 
and  component  parts  and  attachments . 

k.     Lays  out  and  fabricates  piping  systems,  tanks,  street  repair  and 
earth  moving  equipment  parts. 

5.  Burns  rails  and  bolts  and  grip  dies. 

6.  Cuts  plates  for  channel  work  on  cable  lines. 

7.  Welds  wheel  flanges,  repairs  metal  panels  and  other  allied 
equipment. 

8.  Builds  up,  corrects,  lays  out  and  fabricates  gigs  and  dies. 

9.  Makes  all  necessary  welding  repairs  to  shop  equipment  and 
maintenance  vehicles. 

10.   Scrapes,  files,  chips  and  grinds  metal  parts  after  completion  of 
necessary  welding  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  experience  as  an  oxyacetylene 
and  electric  arc  welder;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
welding,  cutting  and  brazing  practices  and  processes;  metals,  their  com- 
position and  properties  and  the  methods  of  identifying  and  welding  them. 

Requires  ability  to  set  up  and  adjust  oxyacetylene,  electric  arc  and 
other  welding  apparatus;  weld  all  types  of  joints;  read  and  work  from 
blueprints . 

Requires  skill  in  the  use  of  and  operation  of  hand  tools  and  welding 
equipment. 


CLASS  TITLE:  WELDER  (Continued)  CODE:   7390 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:  WINDOW  CLEANER  CODE:   7392 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  cleans  and  washes  interior  and  exterior  windows  and 
other  glass  surfaces  in  public  buildings;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  following  prescribed  methods  and  procedures 
in  observing  all  safety  precautions  and  regulations  while  working  at  dan- 
gerous heights.   Nature  of  the  work  involves:   intermittent  exposure  to 
working  conditions  where  serious  injury  or  loss  of  life  may  be  encountered 
despite  safety  measures;  considerable  physical  effort  in  the  use  of  scaf- 
folding and  other  related  equipment . 

EXAMPLES  OF  DUTIES: 

1.  Washes  exterior  and  interior  glass  windows,  high  and  low  glass 
partitions,  glass  doors,  book  cases,  table  tops,  skylights,  enclosed  ele- 
vators and  other  glass  surfaces  involving  the  use  of  scaffolding  and  re- 
lated equipment. 

2.  Washes,  cleans  and  reassembles  fluorescent  light  fixtures,  incan- 
descent drop  lights,  crystal  lights,  and  ornamental  stand  lamps. 

3.  Repairs  broken  cords,  adjusts  and  dusts  Venetian  blinds. 
1;.  Washes  and  cleans  outside  columns  of  buildings  and  applies 

pigeon  repellent;  splices  falls  and  safety  ropes. 

3.  Performs  other  miscellaneous  duties  in  the  preparation  of  facili- 
ties for  special  events,  such  as  hanging  heavy  cloth  drapes  and  arranging 
flags  and  chairs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of  ele- 
mentary school,  supplemented  by  one  year  of  experience  in  interior  and 
exterior  window  cleaning  involving  work  at  dangerous  heights. 

Knowledge.,  Abilities  and  Skills:   Requires  knowledge  of:  window  and 
glass  cleaning  methods,  tools  and  materials;  safety  precautions  and  equip- 
ment necessary  to  work  at  dangerous  heights. 

Requires  ability  to:   follow  oral  and  written  instructions;  work  at 
dangerous  heights. 

PROMOTIVE  LINES: 

To:      Window  Cleaner  Sub-Foreman 

From:     Original  entrance   examination. 


CLASS  TITLE:  WINDOW  CLEANER  SUB-FOREMAN  CODE:   7393 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cleans  and  washes  interior  and  exterior 
windows  and  other  glass  surfaces  in  public  buildings,  exercises  work 
direction  over  a  small  group  of  subordinate  personnel  engaged  in  such  work; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  explaining  and  enforcing 
prescribed  methods,  procedures  and  safety  regulations  involved  in  clean- 
ing interior  or  exterior  windows  and  other  glass  surfaces  in  public 
buildings;  preparing  and  maintaining  routine  records  of  time  worked. 
Nature  of  work  involves:   intermittent  exposure  to  working  conditions 
where  serious  injury  or  loss  of  life  may  occur;  considerable  physical 
effort  in  the  rigging  and  use  of  scaffolding  and  related  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  to  and  supervises  a  group  of  window  cleaners  in- 
volved in  cleaning  interior  and  exterior  glass  windows,  high  and  low 
glass  partitions,  glass  doors,  glass  skylights,  and  other  glass  surfaces; 
sees  that  all  work  is  performed  in  a  safe  manner  and  that  all  equipment 
is  kept  in  a  safe  condition  and  replaced  when  unsafe . 

2.  Directs  the  assembling  of  scaffolding,  rigging,  bosun's  chair, 
ropes  and  pulleys  and  high  safety  lines  for  cleaning  of  domes,  ledges 
and  windows. 

3.  Keeps  log  for  cleaning  windows,  other  glass  surfaces,  and  fluor- 
escent lights;  checks  and  repairs  Venetian  blinds  by  restringing  worn 
cords  and  making  minor  repairs. 

k,     Inspects  unsafe  and  broken  glass  or  any  unsafe  condition  and 
reports  to  proper  authority;  signs  for  and  receives  material  for  window 
cleaning  and  other  repair  and  maintenance  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  experience  in  cleaning  both  exterior 
and  interior  windows  involving  work  at  dangerous  heights . 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  window 
and  glass  cleaning  methods,  tools  and  materials;  safety  precautions  and 
equipment  necessary  to  working  at  dangerous  heights. 

Requires  ability  to:   assign,  supervise  and  review  the  work  of 
subordinates;  deal  courteously,  tactfully  and  effectively  with  other 
employees  and  occasionally  with  the  general  public;  follow  oral  and 
written  instructions;  work  at  dangerous  heights. 

PROMOTIVE  LINES: 

To:   No  Normal  Line  of  Promotion 

From:  Window  Cleaner 


CLASS  TITLED   ORNAMENTAL  IRON  WORKER  CODE:   7395 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  layout,  assembly  and  installation  of  ornamental  iron  work  and  chain 
link  fences;  exercises  work  direction  over  subordinate  unskilled 
personnel  assisting  in  such  work;  and  performs  related  duties  as  re- 
quired. 

Nature  of  work  requires  considerable  physical  effort  and  manual 
dexterity  and  exposure  to  working  conditions  where  moderately  serious 
injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Details,  cuts,  lays  out  and  welds  a  variety  of  ornamental  iron- 
work; operates  gas  and  electric  welding  equipment. 

2.  Details  and  erects  chain  link  fencing  at  various  facilities. 

3.  Prepares  labor  and  materials  cost  estimates  for  various  iron- 
work and  fencing  projects. 

U.   Splices  wire  and  manila  rope;  erects  scaffolding;  makes  re- 
pairs to  a  variety  of  playground  equipment;  maintains  shop  equipment. 
5.   Orders  and  maintains  records  of  materials  and  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  nigh  school, 
supplemented  by  at  least  two  years  of  journeyman  leve1  experience  in 
ornamental  ironworking  and  fence  erection;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
the  techniques,  tools,  materials  and  equipment  used  in  ironworking 
and  fence  erection  work;  electric  and  gas  welding  equipment. 

Requires  ability  to:  work  from  drawings,  plans  and  sketches; 
prepare  time  and  materials  cost  estimates. 

Requires  considerable  skill  in  the  use  of  the  tools,  equipment 
and  materials  of  the  ornamental  iron  worker  trade. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:  ASPHALT  FINISHER  CODE:  JkOk 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  spreads,  rakes  and  finishes  asphalt  mixtures 
in  connection  with  street  maintenance  and  repair  projects ;  and  per- 
forms related  duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  in  handling 
heavy  asphalt  mixtures  and  finishing  tools;  exposure  to  working  condi- 
tions where  moderately  serious  injuries  may  occur  and  somewhat  disagree- 
able conditions  due  to  heat  and  fumes  are  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Spreads  and  rakes  asphaltic  mixtures. 

2.  Irons  asphalt  to  obtain  a  compact  and  smooth  surface. 

3.  Cleans  cut-outs  and  prepares  sub-grades  before  paving. 
U.  May  operate  asphalt  kettle  and  tool  heater. 

5.  Assists  in  clean-up  of  job  site  after  asphaltic  repairs. 

6.  May  assist  in  asphalt  plant  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  one  year  of  experience  in  street  paving  and 
repair  work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of:  the 
tools,  materials  and  equipment  used  in  resurfacing  asphalt  pavements; 
spreading,  finishing,  and  compacting  asphaltic  mixtures. 

PROMOTIVE  DINES: 

To:  Asphalt  Finisher  Sub-Foreman 
Dryer -Mixers an 

From:  Asphalt  Worker 


CLASS  TITLE:   ASPHALT  FINISHER  SUB-FOREMAN  CODE:   7i;06 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  spreads,  rakes  and  finishes  asphalt  mixtures  in 
connection  with  street  maintenance  and  repair  projects;  exercises  work 
direction  over  a  small  group  of  subordinates  engaged  in  such  work;  and 
performs  related  duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  in  handling 
heavy  asphalt  mixes  and  finishing  tools;  exposure  to  working  conditions 
where  moderately  serious  injuries  may  occur  and  somewhat  disagreeable 
conditions  due  to  heat  and  fumes  are  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  immediate  supervision  over,  and  inspects  the  work 
of  a  small  crew  engaged  in  the  repair  and  maintenance  of  asphaltic 
surfaces. 

2.  Spreads  and  rakes  asphaltic  mixtures. 

3.  Irons  asphaltic  mixtures  to  obtain  a  compact  and  smooth 
surface. 

h.      Prepares  daily  work  reports  and  schedules  and  time  records  of 
subordinates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  street  paving  and  repair 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  the 
technique  used  in  spreading,  finishing  and  compacting  asphaltic  mixtures; 
the  tools,  materials  and  equipment  used  in  resurfacing  asphalt  pavements. 

Requires  ability  to:  estimate  amount  of  paving  material  needed 
for  an  assigned  job;  supervise  the  work  of  a  small  resurfacing  crew; 
keep  simple  reports  and  records. 

PROMOTIVE  LINES: 

To:  Asphalt  Finisher  Foreman 

From:   Asphalt  Finisher 


CLASS  TITLE:   ASSISTANT  POWER  HOUSE  OPERATOR  CODE:   71+08 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  during  an  assigned  watch,  assists  in  operating, 
cleaning  and  making  minor  repairs  to  power  house  and  sub-station  equip- 
ment; and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  existing  methods  and 
procedures  relative  to  power  generation  and  distribution  activities; 
assisting  in  preparing  and  maintaining  routine  plant  operating  records. 
Nature  of  work  involves:  some  physical  effort  and  dexterity  in  the  use 
of  fingers,  limbs  and  body;  exposure  to  physical  and  working  conditions 
where  moderately  serious  injuries  may  occur  and  working  conditions  that 
are  somewhat  disagreeable  due  to  continuous  noise. 

EXAMPLES  OF  DUTIES: 

1.  Assists  power  house  operators  by  taking  temperature  and  pressure 
readings;  starting  and  stopping  equipment;  and  repairing  equipment  during 
emergency  breakdowns. 

2.  Inspects,  test  operates  and  cleans  valves,  piping  and  equipment 
of  assigned  generator  units;  inspects,  greases  and  oils  various  auxiliary 
parts;  cleans  floor  space  and  equipment. 

3.  Starts,  shuts  down  and  blocks  hydraulic  drive  machinery  on 
generating  units;  operates  governor  oil  pressure  sets  and  related  valves 
and  equipment;  inspects  and  cleans  transformer  banks,  oil  circuit 
breakers;  maintains  governor  controlled  motors  and  exhaust  and  air 
circulated  fan  motors;  operates  governor  by  hand  control  when  repairs 

or  adjustments  are  being  made  on  mechanical  control  equipment. 

U.  During  periods  of  interruption,  reduces  speed  on  generators  and 
maintains  governor  oil  pressures  accordingly;  operates  auxiliary  water 
wheel  pressure  set  as  necessary;  operates  centrifugal  cooling  and  sump 
water  pumps;  operates  bearing  and  lubricating  oil  pumps  and  filters; 
cleans  exciters,  commutators  and  replaces  worn  brushes;  changes  graphic 
pressure  charts  on  assigned  shift. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  one  year  of  experience  in  the  operation  and  minor 
maintenance  of  general  mechanical  and  electrical  plant  equipment;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   the 
fundamentals  of  electricity,  particularly  as  applied  to  power  generation 
or  distribution;  the  methods  and  techniques  of  general  mechanical  repair 
work. 

Requires  ability  to:   follow  oral  and  written  instructions;  make 
minor  repairs  and  adjustments  to  electrical  and  mechanical  generating 
or  distribution  machinery  and  equipment;  maintain  smple  operating 
records. 


CLASS  TITLE:   ASSISTANT  POWER  HOUSE  OPERATOR  CODE:   7U08 

(continued) 

PROMOTIVE  LINES: 

To:   Power  House  Operator 

From:   Original  entrance  examination 


CLASS  TITLE:   ELECTRICAL  TRANSIT  SERVICEMAN  CODE:   7l;09 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  work  in  connection  with  the 
routine  maintenance  and  servicing  of  electrical  transit  equipment 3 
assists  in  making  emergency  repairs  to  disabled  equipment  on  the  road; 
and  performs  related  duties  as  required. 

Nature  of  the  work  requires:   some  physical  effort  and  dexterity  in 
the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical  and 
working  conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Assists  electrical  transit  mechanics  in  removing,  repairing  and 
replacing  worn  or  defective  electrical,  mechanical  or  pneumatic  equipment 
or  parts  on  street  cars,  trolley  coaches  and  cable  cars;  assists  in 
testing,  repairing  and  maintaining  electric  circuits,  relays,  contacts, 
controllers,  compressors  and  other  electrical  parts. 

2.  Inspects  brakes,  axles,  frames,  lights,  doors  and  safety  equip- 
ment on  electric  street  cars,  trolley  coaches  and  cable  cars  for  proper 
functioning;  inspects  trolley  ropes,  retrievers,  trolley  poles,  pole 
bases  and  trolley  shoes;  checks  and  refills  differentials  when  needed; 
inspects  wheels  for  loose  studs  and  worn  flanges. 

3.  Lubricates  trucks  and  other  parts  of  electric  transit  equipment. 
h.     Removes,  replaces  and  repairs  seats,  sand  boxes  and  related 

equipment;  salvages  materials  from  scrapped  electrical  transit  equip- 
ment. 

5.  Assigns  electric  transit  equipment  to  proper  position  or  space 
for  shop  work  and  pull-outs,  according  to  assignment  sheets. 

6.  Operates  mobile  equipment  for  servicing  or  towing  disabled 
electric  transit  vehicles  to  shop;  makes  service  calls  to  field  loca- 
tions as  necessary. 

7.  Maintains  shop  areas  in  clean  and  orderly  condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  experience  in  the  maintenance  and 
servicing  of  electric  transit  equipment;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of:   the  methods,  materials,  lubricants,  tools  and  equipment  used  in 
servicing  and  maintaining  electrical  transit  equipment;  the  operating 
and  preventive  maintenance  requirements  of  such  equipment;  some 
mechanical  aptitude;  some  knowledge  of  electrical  theory,  testing  and 
inspection. 

Requires  ability  to:   follow  oral  and  written  instructions  and 
operate  a  variety  of  mobile  servicing  equipment. 


CLASS  TITLE:   ELECTRICAL  TRANSIT  SERVICEMAN  (continued)    CODE:   7^09 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  Electric  ai  Transit  Mechanic 

From:   Original  entrance  examination 


CUSS  TITLE:   AUTOMOTIVE  SERVICEMAN  CODE:    7UlO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  work  in  connection  with 
the  maintenance  and  servicing  of  a  wide  variety  of  automotive  equipment; 
and  performs  related  duties  as  required. 

Nature  of  work  requires:   some  physical  effort  and  dexterity  in 
the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical 
and  working  conditions  where  minor  injuries  may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Checks  and  dispenses  fuel,  oil  and  water  to  a  variety  of 
automotive  equipment;  drains,  flushes  and  fills  crank  cases,  trans- 
missions and  differentials  and  changes  oil  filters  as  necessary. 

2.  Lubricates  a  variety  of  transportation  and  mobile  equipment; 
washes,  polishes  and  steam  cleans  equipment  and  parts. 

3.  Changes  and  repairs  tires  and  tubes;  checks  and  changes 
storage  batteries;  makes  minor  mechanical  repairs  to  equipment,  such 
as  installing  mirrors,  battery  cables,  grease  fittings  and  similar 
accessories. 

U.   Operates  mobile  equipment  for  servicing  or  towing  disabled 
vehicles  to  shop;  makes  service  calls  to  field  locations  as  necessary. 

5>.  May  occasionally  choose  parts  for  mechanical  repair  and  main- 
tenance of  equipment. 

6.   Maintains  shop  areas  in  clean  and  orderly  condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience;   Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  experience  in  the  servicing  and 
lubricating  of  automotive  equipment;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
methods,  materials,  lubricants,  tools  and  equipment  used  in  servicing 
automotive  equipment. 

Requires  ability  to  follow  oral  and  written  instruction  and  op- 
erate a  variety  of  types  of  mobile  equipment. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator ' s  license . 

PROMOTIVE  LINES: 

To:  Automotive  Serviceman  Sub-Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   AUTOMOTIVE  SERVICEMAN  SUB-FOREMAN  CODE:   71*12 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  semi-skilled  work  in  connection 
with  the  maintenance  and  servicing  of  a  wide  variety  of  automotive  equip- 
ment; exercises  work  direction  over  a  small  group  of  subordinate  service- 
men engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  existing 
servicing  methods  and  procedures;  preparing  and  maintaining  routine  records 
relative  to  the  servicing  of  equipment.  Nature  of  work  requires:   some 
physical  effort  and  dexterity  in  the  use  of  fingers,  limbs  and  body;  con- 
tinuous exposure  to  physical  and  working  conditions  where  minor  injuries 
may  be  incurred. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  servicing  schedules  for  transportation  equipment  and 
assures  servicing  is  carried  out  according  to  schedules. 

2.  May  direct  the  parking  of  vehicles  to  facilitate  easy  sequences 
of  access  and  use. 

3.  Checks  and  dispenses  fuel,  oil  and  water  to  a  variety  of  automo- 
tive equipment;  drains,  flushes  and  fills  crank  cases,  transmissions  and 
differentials  and  changes  oil  filters  as  necessary. 

U.  Lubricates  a  variety  of  transportation  and  mobile  equipment; 
washes,  polishes  and  steam  cleans  equipment  and  parts. 

5.  Changes  and  repairs  tires  and  tubes;  checks  and  changes  storage 
batteries;  makes  minor  mechanical  repairs  to  equipment,  such  as  installing 
mirrors,  battery  cables,  grease  fittings  and  similar  accessories. 

6.  Operates  mobile  equipment  for  servicing  or  towing  disabled 
vehicles  to  shop;  makes  service  calls  to  field  locations  as  necessary. 

7.  May  occasionally  choose  parts  for  mechanical  repair  and  mainte- 
nance of  equipment . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplement ed°by  at  least  four  years  of  experience  in  servicing  and  lubri- 
cating a  variety  of  automotive  equipment,  preferably  including  some  super- 
visory experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
methods,  materials,  lubricants,  tools  and  equipment  used  in  servicing 
automotive  equipment. 

Requires  ability  to:   follow  oral  and  written  instructions;  operate 
a  variety  of  types  of  mobile  equipment;  effectively  supervise  the  work 
of  subordinates. 


CLASS  TITLE:   AUTOMOTIVE  SERVICEMAN  SUB-FOREMAN  CODE:   7Ul2 

( continued) 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Automotive  Serviceman 


CLASS  TITLE:    BLACKSMITH  FINISHER  CODE:   7UH4. 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  work  in  connection  with 
the  forcing,  bending,  shaping  and  finishing  of  metals  for  the  manu- 
facture, repair  and  maintenance  of  a  variety  of  machinery,  equipment 
and  facilities;  and  performs  related  duties  as  required. 

Nature  of  work  involves:   considerable  physical  effort  and  dex- 
terity in  the  use  of  the  fingers,  limbs  and  body;  continuous  exposure 
to  physical  and  working  conditions  where  moderately  serious  injuries 
may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Assists  blacksmiths  in  forging,  forming,  shaping,  hardening, 
tempering  and  welding  various  metals. 

2.  Assists  in  the  repair  of  maintenance,  automotive,  truck, 
transit  and  welding  equipment,  other  tools,  parts  and  equipment  for 
various  city  departments. 

3.  Operates  air  hammer  to  forge  steel  parts,  such  as  brake 
beams,  brake  rods,  brake  hangers,  grip  shanks,  king  pins,  adjusting 
rods,  grip  brakes;  assists  blacksmith  in  repair  of  component  parts  of 
heavy  equipment. 

h.     Grinds  tools  and  steel  parts  to  be  fitted;  keeps  all  black- 
smith tools  in  good  working  condition. 

5>.   Builds  and  tends  forge  fires;  heats  and  tends  pieces  of  iron 
and  steel  to  be  worked;  may  cut  and  arrange  stock. 

6.  Assists  in  making  repairs  and  keeps  the  shop  clean  and  in  or- 
der. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  practical  experience  as  an 
apprentice  or  helper  in  the  blacksmith  trade;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  the 
methods  and  practices  of  the  blacksmithing  trade;  the  tools,  materials 
and  equipment  used;  firing  gas  and  coal  furnaces. 

Requires  ability  to  understand  and  follow  simple  instructions. 

Requires  some  skill  in  the  use  and  care  of  common  blacksmithing 
tools  and  equipment. 

PROMOTIVE  LINES: 

To:   Blacksmith 

From:   Original  entrance  examination 


CLASS  TITLE:   BOOK  REPAIRER  CODE:   7Ul6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  various  semi-skilled  duties  relating 
to  the  repair,  maintenance  and  processing  of  public  library  books 
and  performs  related  duties  as  required. 

Nature  of  work  requires  considerable  dexterity  in  the  use  of  the 
fingers  and  hands  in  book  repair  activities. 

EXAMPLES  OF  DUTIES: 

1.  Reinforces,  recases,  rebacks  or  resews  books,  sheet  music, 
magazines,  telephone  books,  and  other  printed  material. 

2.  Inserts  pamphlets  in  binders;  binds  pamphlets  in  covers; 
punches,  assembles,  collates  and  binds  a  wide  variety  of  printed 
materials;  hinges,  stitches  and  covers  bound  material. 

3.  Trims  and  mounts  plates;  erases  and  cleans  soiled  pages  and 
stains;  cleans  and  oils  leather  bound  volumes;  resews,  cleans  and  oils 
leather  pouches;  reletters  call  numbers  on  books. 

h.     Replaces  pockets  and  reference  plates. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  one  year  of  experience  in  the  binding 
and  restoring  of  books  and  similar  printed  materials;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  the  tools, 
materials,  processes  and  methods  used  in  book  repair  and  restoring  work. 

Requires  skill  in  the  use  of  book  repairing  tools  and  equipment. 

PROMOTIVE  LINES: 

To:  Senior  Book  Repairer 

From:   Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  BOOK  REPAIRER  CODE:   ?Ul8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  semi-skilled  duties  in  connec- 
tion with  the  repair,  restoring  and  processing  of  public  library  books; 
exercises  work  direction  over  a  small  group  of  subordinate  personnel 
engaged  in  such  work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methoas  and  procedures  relating  to  the  repairing  and  mending  of  damaged 
library  books,  magazines  and  other  printed  material;  maintaining  simple 
records  of  time  and  work  accomplished.  Nature  of  work  requires 
considerable  manual  dexterity  in  maintaining  and 'repairing  library  books, 
magazines  and  other  printed  material. 

EXAMPLES  OF  DUTIES: 

1.  Mends,  repairs,  reinforces,  recases,  rebacks,  recovers  and 
rebinds  library  books,  magazines  and  other  printed  material;  does 
special  hand  binding;  makes  file  boxes  and  portfolios;  mounts  special 
maps  and  photographs. 

2.  Orders  and  maintains  bindery  materials  and  supplies. 

3.  Supervises  and  assigns  work  to  subordinate  personnel;  inspects 
books  for  physical  condition,  segregates  same  into  groups  according 

to  type  of  work  required  and  issues  instructions  for  repair;  reviews 
all  repaired  items  and  segregates  and  prepares  for  return  to  branches. 

h-     Keeps  time  records  of  subordinates  and  maintains  simple 
records  on  books  repaired. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  additional  training  in  book  binding  and  two  years 
of  book  binding  and  repair  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
tools,  materials,  processes  and  methods  used  in  book  repair  and 
restoring  work. 

Requires  ability  to  lay-out,  assign,  and  review  the  work  of 
subordinate  personnel. 

Requires  skill  in  the  use  of  a  variety  of  materials,  supplies, 
tools  and  equipment  used  in  book  repairing  and  binding  activities. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Book  Repairer 


CLASS  TITLE:   BRIDGETENDER  CODE:   71+20 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates,  maintains  and  makes  minor  emer- 
gency repairs  to  machinery  and  equipment  of  an  electrically  operated  lift 
bridge;  and  performs  related  duties  as  required. 

Requires  responsibility  for  preparing  routing  reports  of  bridge  op- 
erations. 

Nature  of  the  work  requires  some  physical  effort  and  dexterity  in 
the  operation  and  maintenance  of  bridges. 

EXAMPLES  OF  DUTIES: 

1.  Opens  and  closes  bridge  for  passage  of  vessels. 

2.  Inspects  bridge  and  working  parts  to  assure  proper  operating 
condition;  oils,  cleans  and  cares  for  bridge  machinery  and  equipment. 

3.  Places  and  maintains  navigation  lights. 

k.      Keeps  simple  records  and  makes  reports  on  bridge  operations, 
accidents  and  ship  movements. 

5.   Cleans  and  maintains  bridge  house  and  orders  supplies  for  main- 
tenance and  operation  of  bridge  house,  machinery  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  general  mechanical  and  electrical  mainte- 
nance and  repair  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  the  funda- 
mentals of  electricity  and  mechanical  maintenance  methods  and  procedures; 
the  signals  and  rules  of  navigation. 

Requires  ability  to  understand  and  follow  instructions  and  to  pre- 
pare simple  operational  reports. 

Requires  skill  in  the  operation  of  bridge  controls  and  equipment. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 
From:   Original  entrance  examination 


CLASS  TITLE:   CRIBBER  CODE:   7U22 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  heavy  manual  and  rough 
carpentry  work  in  connection  with  the  excavation,  timbering  and  shoring 
of  trenches  necessary  to  the  maintenance  of  underground  sewers;  and 
performs  related  duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  and  some 
dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous  exposure 
to  physical  and  working  conditions  where  moderately  serious  injuries 
are  encountered;  regular  exposure  to  very  disagreeable  working  con- 
ditions in  and  around  raw  sewage. 

EXAMPLES  OF  DUTIES: 

1.  Operates  air  compressors,  air  hammers  and  other  mechanical 
equipment  in  the  excavating  and  backfilling  of  trenches. 

2.  Cuts,  fits  and  installs  planks  and  timbers  to  shore  up  holes 
or  deep  trenches;  removes  such  planks  and  timbers  on  completion  of 
sewer  repair  work. 

3.  May  assist  in  the  installation  of  new  sewer  lines;  assures 
that  all  barricades,  flags  and  lights  are  properly  installed  around 
excavations. 

U.  Assures  that  all  open  excavations  are  properly  covered  when 
work  is  not  in  progress . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  one  year  of  experience  in  rough  carpentry 
work  involving  the  timbering  and  shoring  of  tunnels,  shafts  or  similar 
excavations;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
the  practices,  methods,  materials  and  tools  used  in  rough  carpentry 
and  heavy  timbering  work. 

Requires  ability  to  follow  oral  and  written  instructions. 

Requires  skill  in  the  use  of  carpentry  hand  tools  and  air 
operating  excavation  equipment. 

License:  Requires  possession  of  a  valid  state  chauffeur's 
license. 

PROMOTIVE  LINES: 

To:   General  Laborer  Sub-Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   CRIBSER  SUB-FOREMAN  CODE:   7l;23 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  heavy  manual  and  rough  car- 
pentry work  in  connection  with  the  excavation,  timbering  and  shoring  of 
trenches  necessary  to  the  maintenance  of  underground  sewers;  exercises 
work  direction  over  one  or  more  assigned  cribbers  or  laborers  engaged  in 
such  activities;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  and  some 
dexterity  in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  moderately  serious  injuries  may  be 
encountered;  regular  exposure  to  very  disagreeable  working  conditions  in 
and  around  raw  sewage. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  operation  of  air  compressors, 
air  hammers  and  other  mechanical  equipment  in  the  excavating  and  back- 
filling of  trenches. 

2.  Cuts,  fits  and  installs  planks  and  timbers  to  shore  up  holes  or 
deep  trenches;  removes  such  planks  and  timbers  on  completion  of  sewer 
repair  work. 

3.  Assists  in  the  installation  of  new  sewer  lines;  assures  that  all 
barricades,  flags  and  lights  are  properly  installed  around  excavations. 

U.  Assures  that  all  open  excavations  are  properly  covered  when  work 
is  not  in  progress. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school,  sup- 
plemented  by  at  least  two  years  of  experience  in  rough  carpentry  work 
involving  the  timbering  and  shoring  of  tunnels,  shafts  or  similar  exca- 
vations; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
practices,  methods,  materials  and  tools  used  in  rough  carpentry  and 
heavy  timbering  work. 

Requires  ability  to  follow  oral  and  written  instructions. 
Requires  skill  in  the  use  of  carpentry  hand  tools  and  air  operated 
excavation  equipment. 

PROMOTIVE  LINES: 

To:   Sewer  Repair  General  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   DRIER  -  MIXERMAN  CODE:  lk2-h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  and  maintains  asphalt  plant  equipment  in 
connection  with  the  production  of  asphalt  mixtures;  and  performs  related 
duties  as  required. 

Nature  of  work  requires:  considerable  physical  effort  and  some  dex- 
terity in  the  use  of  fingers,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  moderately  serious  injuries  may  be 
encountered. 

EXAMPLES  OF  DUTIES: 

1.  Unloads  asphalt  and  aggregate  cars  and  transfers  materials  to 
storage  tanks. 

2.  Operates  mixer  dryer,  materials  conveyors  and  elevators  in  mix- 
ing materials  according  to  standard  specifications. 

3.  Maintains  and  lubricates  asphalt  plant  machinery  and  equipment; 
makes  minor  repairs  to  plant  machinery  as  required. 

U.   Steams  asphalt  pipe  lines  in  mixing  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  two  years  of  general  mechanical  maintenance  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  mechani- 
cal machinery  and  equipment  and  the  lubrication  and  maintenance  requirements 
of  mechanical  equipment. 

Requires  ability  to  carry  out  oral  and  written  instructions. 

Requires  skill  in  the  use  of  hand  tools  used  in  mechanical  mainten- 
ance and  servicing  work. 

PROMOTIVE  LINES: 

To:   Asphalt  Plant  Foreman. 

From:   Asphalt  Finisher. 


CLASS  TITLE;   ELEVATOR  OPERATOR  CODE:   7li26 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  an  electric  elevator  providing 
passenger  service  in  a  public  building;  may  occasionally  haul  freight 
on  elevator;  and  performs  related  duties  as  required. 

Requires  responsibility  for  making  routine  contact  with  the 
public  and  employees  in  providing  information  as  to  location  of  offices 
and  departments  and  other  general  information. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  an  elevator  operator  on  an  assigned  schedule 
transporting  passengers  from  floor  to  floor;  may  haul  freight  on 
passenger  elevator. 

2.  Exercises  caution  by  observing  all  safety  rules  in  connection 
with  the  operation  of  an  elevator,  such  as  preventing  over-crowding  or 
overloading  and  safeguarding  passengers  as  they  enter,  ride  or  depart. 

3.  Furnishes  information  and  assistance  to  the  public  regarding 
the  location  of  county  offices;  calls  floors  and  directs  passengers 
to  the  various  departments. 

h.      Checks  elevator  equipment  and  reports  defects. 
5.  May  instruct  passengers  in  the  proper  use  of  escalators; 
checks  proper  functioning  of  escalator. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   learn 
rapidly  the  operation  of  an  elevator  and  related  safety  precautions; 
read  and  write,  follow  oral  and  written  instructions;  deal  tactfully 
with  the  general  public  and  employees. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   HOD  CARRIER  CODE:   7I4.28 

CHARACTERISTICS  OF  THE  CUSS: 

Under  supervision,  assists  bricklayers  in  the  maintenance  and 
repair  of  brick  sewers  and  related  facilities;  and  performs  related 
duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  in  lifting 
and  carrying  heavy  supplies  and  materials;  intermittent  exposure  to 
extremely  disagreeable  working  conditions  involving  working  in  and 
around  raw  sewage . 

EXAMPLES  OF  DUTIES: 

1.  Mixes  mortar  and  carries  mortar  and  brick  to  bricklayer. 

2.  Lowers  main  sewer  pipe  in  trenches  and  removes  old  pipe. 

3.  Builds  sack  dams  in  main  sewers. 

U.  Builds  scaffolding,  templates  and  sluice  boxes  for  brick- 
layers . 

5.  Opens  and  closes  manholes  and  catch  basins. 

6.  Keeps  materials  orderly  and  safe. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  shcool, 
supplemented  by  three  years  of  hod  carrying  experience;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilties  and  Skills:  Requires  knowledge  of  the  common 
practices,  methods,  tools  and  materials  used  in  bricklaying. 
Requires  ability  to  follow  instructions. 

PROMOTIVE  LINES: 

To:   Sewer  Repair  General  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   INSTITUTIONAL  BARBER  CODE:   7U30 

CHARACTERISTICS  OF  THE  CUSS: 

Under  supervision,  performs  bartering  duties  not  requiring  the 
skill  of  a  professional  barber,  in  giving  haircuts  and  shaves  to 
patients  in  an  institution  where  such  services  are  performed  for 
medical  and  sanitary  reasons;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures;  making  continual  personal  contact  with  patients.  Nature  of 

work  requires:   some  physical  effort  involving  continuous  light  work 
with  considerable  standing;  intermittent  exposure  to  several  disagree- 
able elements. 

EXAMPLES  OF  DUTIES: 

1.  Gives  haircuts  to  patients;  shaves  patients;  performs  these 
duties  both  on  the  wards  and  in  a  barber  shop. 

2.  Performs  other  personal  services  incidental  to  barbering. 

3.  Sterilizes  and  sharpens  barber  tools. 
U.  Keeps  shop  clean  and  sanitary. 

5.  May  perform  duties  of  an  orderly,  as  directed,  on  wards  to 
which  assigned. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  experience  as  an  orderly  or 
hospital  aide,  in  the  performance  of  duties  of  giving  haircuts  and 
shaves  to  patients  in  an  institution  for  medical  or  sanitary  reasons. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of: 
the  methods,  materials  and  equipment  used  in  barbering  work;  aseptic 
methods  and  sanitation. 

Requires  ability  to  get  along  well  with  others. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 
From:  Orderly 


CLASS  TITLE:   LINEMAN  HELPER  CODE:  7k32 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  lineman  work  in  the  mainte- 
nance, repair  and  installation  of  high  voltage  overhead  and  underground 
electrical  transmission  lines;  and  performs  related  duties  as  required. 

Nature  of  work  involves:   some  physical  effort  and  dexterity  in  the 
use  of  fingers,  limbs  and  body;  continuous  exposures  to  physical  and 
working  conditions  where  moderately  serious  injuries  may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Digs  holes  and  trenches  for  setting  poles  and  laying  underground 
cables. 

2.  Cleans  and  generally  cares  for  line  maintenance  hand  tools  and 
special  hot  tools. 

3.  Makes  up  and  splices  hand  lines;  supplies  tools  and  materials 
to  linemen  as  required. 

k.     Assists  in  assembling  poles  and  cross  arms;  trims  trees  and  re- 
moves other  obstructions  along  overhead  line  right-of-way. 

5>.  Prepares  materials  necessary  to  tower  painting  operations. 

6.  Drives  line  truck  to  work  sites  and  assures  that  truck  is  supplied 
with  all  necessary  tools  and  materials. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  general  mechanical  and  electrical  mainte- 
nance experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the  care 
and  use  of  hand  tools;  the  fundamentals  of  high  voltage  transmission 
lines.  Requires  ability  to  understand  oral  and  written  instructions. 

Requires  skill  in  the  use  of  hand  tools  and  the  care  of  splicing 
hand  lines. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  operators 
license. 

PROMOTIVE  LINES: 

To :   Lineman 

From:     Original  entrance  examination 


CLASS  TITLE:   MACHINIST  HELPER  CODE:   7U3li 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  semi-skilled  work  in  conn- 
ection with  machine  maintenance  and  repair  of  a  wide  variety  of 
machines,  equipment,  metal  castings  and  parts;  and  performs  related 
duties  as  required , 

Nature  of  work  requires:  some  physical  effort  and  dexterity  in 
the  use  of  fingers,  limbs  and  body;  exposure  to  physical  and  working 
conditions  where  minor  injuries  may  be  encountered, 

EXAMPLES  OF  DUTIES: 

1.  Disassembles  and  cleans  component  parts  of  machinery  and 
equipment  for  repair  and  machine  work. 

2.  Files  or  grinds  castings  and  similar  metal  objects  and  toolaj 
assists  in  reassembling  components  cf  machinery  after  repairs  are  made. 

3.  May  operate  simple  machine  shop  equipment. 

h.     Cleans  and  maintains  shop  area  and  machines  in  a  neat  and  or- 
derly condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  general  mechanical  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of: 
machine  shop  tools,  equipment  and  machinery  and  mechanical  equipment. 
Requires  ability  to  follow  oral  and  written  instructions, 
Requires  some  skill  in  the  use  of  common  hand  and  machine  shop 
tools  and  equipment, 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CUSS  TITLE:   ELECTRICIAN  HELPER  CODE:   7U36 

CHARACTERISTICS  OF  THE  CLi 

Under  immediate  supervision,  performs  semi-skilled  electrical 
work  in  connection  with  the  maintenance,  repair  and  alteration  of 
electrical  systems,  machinery  and  equipment;  and  performs  related 
duties  as  required. 

Nature  of  work  involves:   some  physical  effort  and  dexterity  in 
the  use  of  fingers,  limbs  and  body;  continuous  exposure  to  physical  and 
working  conditions  where  minor  injuries  may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Assists  journeyman  electricians  in  the  removal  and  install- 
ation of  electrical  motors,  controls,  fixtures,  wiring,  installations 
and  electrical  components  of  various  types  of  machines  and  equipment. 

2.  Cleans  and  cares  for  tools  and  shop  and  mobile  equipment 
necessary  to  electrical  maintenance  and  repair  work;  selects  and  pro- 
vides tools  and  materials  for  electricians  as  required. 

3.  Cleans  equipment  components  and  prepares  same  for  maintenance 
or  repair  by  electricians. 

h.      Personally  performs  electrical  maintenance  and  repair  work  of 
a  limited  nature  under  the  close  supervision  of  electricians. 

5.  Erects  scaffolding  necessary  to  electrical  maintenance  and 
repair  work;  operates  a  variety  of  simple  hand  and  power  tools. 

6.  May  bend  and  cut  conduit:  assists  in  pulling  wiring  through 
conduits . 

7.  Replaces  burned  out  lights,  fluorescent  tubes  and  fuses. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  electrical  maintenance  and  re- 
pair experience;  or  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   elec- 
tricity, electrical  equipment  and  maintenance  and  repair  requirements 
of  electrical  machinery  and  equipment;  the  use  and  care  of  electrical 
tools  and  testing  and  repair  equipment. 

Requires  ability  to  understand  and  carry  out  oral  and  written 
instructions. 

Requires  some  skill  in  the  handling  of  tools  and  equipment  used 
in  electrical  repair  work. 

PROMOTIVE  LINES: 

To:   Electrician 

From:   Original  entrance  examination 


CLASS  TITLEs   MAINTENANCE  MAN  (BOY'S  RANCH  SCHOOL)         CODE:   7l±38 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  maintains  and  repairs  ranch  structures 
and  equipment;  supervises  and  instructs  boys  during  work  assignments 
and  recreational  activities;  enforces  rules  and  regulations;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  rules  and 
regulations  governing  the  conduct  of  boys  engaged  in  work  programs  or 
recreational  activities;  keeping  routine  records  of  work  accomplished. 
Nature  of  work  requires  some  physical  effort  and  dexterity  in  the  use  of 
the  fingers,  limbs  and  body;  exposure  to  working  conditions  where 
moderately  serious  injuries  may  be  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Operates  and  maintains  ranch  utilities,  sewage  and  water  supply 
installations  and  equipment;  makes  repairs  on  electrical  appliances  and 
gas  burning  equipment;  makes  repairs  to  building  installations,  including 
fixing  doors,  windows,  floors  and  building  small  structures. 

2.  Makes  minor  repairs  to  motor  vehicles;  operates  and  maintains  a 
shoe  repair  shop;  instructs  boys  in  various  maintenance  and  repair 
activities  in  connection  with  this  work;  prepares  boys  work  reports; 
maintains  ranch  roads,  ditches,  culverts  and  other  grounds. 

3.  Orders  material  and  supplies  for  maintenance  and  repair  work. 
h.      Supervises  and  instructs  boys  during  recreational  activities, 

such  as  giving  instructions  in  fair  play,  proper  manners,  eating  habits 
and  other  recreational  activity  assignments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  four  years  of  experience  in  general  maintenance  or 
construction  work;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  common 
tools,  materials,  equipment,  and  methods  used  in  carpentry,  roofing, 
plumbing,  painting  and  related  trades. 

Requires  ability  to:   perform  semi-skilled  work  in  a  wide  variety 
of  maintenance  and  construction  trades;  follow  oral  and  written 
instructions;  deal  courteously,  effectively  and  tactfully  with  others; 
supervise  and  instruct  boys  assigned  as  wards  of  the  juvenile  court. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMO TIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   MAINTENANCE  REPAIRMAN  CODE:  rfhkO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  wide  variety  of  maintenance 
and  repair  tasks  of  a  semi-skilled  nature  to  buildings,  equipment  and 
installations;  and  performs  related  duties  as  required. 

Requires  responsibility  for  preparing  and  maintaining  routine  reports 
of  time  worked  and  materials  expended;  nature  of  work  requires;   some 
physical  effort  and  dexterity  in  the  use  of  fingers,  limbs  and  body; 
continuous  exposure  to  physical  and  working  conditions  where  minor  injuries 
may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Makes  repairs  to  furniture,  drawers,  windows,  floors  and  other 
building  equipment  and  fixtures;  performs  sub- journeyman  work  in  connec- 
tion with  the  maintenance  and  repair  of  plumbing,  electrical  and  various 
mechanical  installations  and  equipment,  including  soap,  towel  and  tissue 
dispensers . 

2.  May  assist  journeymen  in  the  building  and  installation  of  cabi- 
nets, shelves,  work  benches,  tables  and  similar  types  of  equipment. 

3.  May  perform  simple  welding  and  brazing  in  connection  with  repair 
of  metal  equipment;  makes  simple  repairs  to  a  wide  variety  of  electrical 
appliances  and  equipment. 

ii.  May  install  temporary  wiring  when  necessary. 

5.  Makes  repairs  or  assists  in  repairing  of  concrete  walks,  floors 
and  walls;  performs  rough  cement  finishing  work  in  connection  therewith. 

6.  Maintains,  services  and  repairs  fire  extinguishers  and  fire  pre- 
vention equipment. 

7.  Assembles  and  installs  metal  lockers;  repairs  and  replaces  combi- 
nation locks  and  changes  combinations  when  necessary. 

8.  Erects  metal  scaffolding  in  connection  with  building  maintenance 
and  repair  activities. 

9.  Maintains  records  of  time  worked  and  materials  used  on  various 
assigned  jobs. 

10.   Rebuilds,  installs  and  constructs  play  apparatus,  rebuilds,  re- 
pairs and  constructs  fibreglass  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  four  years  of  responsible  experience  in  a  wide 
variety  of  general  maintenance  and  repair  work;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  mechanical,  electrical,  carpentry  and  painting  maintenance  and  re- 
pair methods  and  procedures;  the  methods,  tools  and  equipment  used  in 
general  maintenance  work. 

Requires  ability  to:   operate  and  utilize  a  variety  of  hand  tools 
and  equipment;  follow  written  and  oral  instructions. 


CLASS  TITLE:   MAINTENANCE  REPAIRMAN   (continued)  CODE:   7UUO 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:  WATER  METER  REPAIR  HELPER  CODE:   7l4|2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  simple,  routine  tasks  in 
dismantling  and  preparing  faulty  water  meters  for  processing  in  the  meter 
repair  shop;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods  and 
procedures  in  preparing  faulty  meters  for  shop  processing;  preparing 
simple  tally  counts  of  the  number  and  type  of  meters  handled.  Nature  of 
duties  involves  continuous  physical  effort,  light  work  with  occasional 
heavy  work,  manual  effort  and  dexterity,  with  continuous  exposure  to 
minor  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Dismantles  used  water  meters;  washes  and  cleans  component 
parts;  separates  for  attention  of  meter  repairmen. 

2.  Assists  in  receiving  and  accounting  for  shipments  of  new 
meters;  places  prepared  meters  in  stock. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  the  ability  to:   per- 
form simple  repetitive  manual  tasks;  make  simple  tallies  and  prepare 
related  records;  lift  water  meters;  follow  oral  instructions  accurately; 
get  along  well  with  others. 

PROMOTIVE  LINES: 

To:  Water  Meter  Repairman 

From:   Original  entrance  examination 


CLASS  TITLE:   PARKING  METER  SERVICEMAN  CODE:  7khh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  semi-skilled  mechanical 
maintenance  work  in  connection  with  field  maintenance  and  repair  of 
parking  meters;  patrols  an  assigned  district  and  inspects  parking 
meters  for  damage;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  relative  to  field  repair  of  parking  meters  and  instal- 
lations; maintaining  routine  records  of  inspectional  and  repair  work 
accomplished. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  and  inspects  parking  meters  in  an  assigned  district 
and  makes  a  variety  of  field  repairs  including  replacing  glass, 
straightening  poles,  removing  foreign  objects  from  meters,  replacing 
decals  and  re-numbering  meters. 

2.  Installs  and  removes  meters  or  replaces  damaged  mechanisms 
with  new  units;  makes  special  inspections  of  meters  alleged  by  persons 
receiving  parking  citations  to  have  been  inoperative. 

3.  Prepares  routine  reports  of  daily  inspection  and  maintenance 
activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  experience  in  the  maintenance  and  repair 
of  simple  mechanical  mechanisms  or  equipment;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
general  mechanical  maintenance  and  repair  methods  and  techniques  and 
the  use  of  related  hand  tools. 

Requires  ability  to:   diagnose  and  correct  simple  mechanical 
defects;  maintain  routine  records  and  prepare  related  reports. 

Requires  skill  in  the  use  of  ordinary  hand  tools. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:  Parking  Meter  Serviceman  Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   RESERVOIR  KEEPER  CODE:  IkhS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  polices  and  cares  for  reservoir  properties 
in  preventing  trespassing  and  pollution  of  water  supplies;  controls  and 
regulates  water  gates;  takes  water  readings,  water  samples  and  applies 
chemicals  for  water  treatment;  may  be  required  to  maintain  grounds  and 
premises  on  reservoir;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  established  methods  and 
procedures  in  maintaining  and  operating  reservoir  properties;  keeping 
routine  operating  records.  Nature  of  work  requires  some  physical  effort 
in  the  operation  of  machines  and  patrolling  the  reservoir  properties. 

EXAMPLES  OF  DUTIES: 

1.  Operates  inlet  and  outlet  gates,  valves,  screens  and  water  control 
devices  according  to  charts  and  diagrams;  makes  emergency  and  minor 
repairs  to  gates,  valves,  screens  and  similar  equipment. 

2.  Takes  water  samples  and  makes  simple  tests;  collects  samples  of 
algal  growths  and  applies  prescribed  treatment  to  such  growths;  removes 
foreign  matters  from  reservoir  waters;  assists  maintenance  crews  in 
cleaning  reservoir  basins  and  equipment  and  in  maintenance  and  recon- 
ditioning work. 

3.  Reads,  records  and  reports  reading  of  gauges  and  similar 
measuring  devices  in  regard  to  weather  conditions,  waterflow,  water 
levels  and  evaporation;  keeps  log  book  records  of  readings  and  work 
performed. 

h.      Drives  a  vehicle  in  patrolling  premises  and  guards  properties 
and  installations  against  damage;  operates  a  motor  boat  in  obtaining 
water  sanples,  treating  water  and  patrolling  reservoirs. 

5.   Assists  in  fire  suppression  and  other  land  maintenance 
activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  one  year  of  experience  in  general  laboring,  maintenance 
or  caretaking  work;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   methods 
and  practices  employed  in  the  operation  of  gates,  valves,  screen 
system,  water  measuring  devices  and  other  equipment  related  to  reservoir 
operations;  life  saving  equipment  and  artificial  respiration. 

Requires  ability  to:   read  gauges  and  measuring  devices;  use 
simple  hand  tools;  make  simple  arithmetic  computations  and  write 
simple  reports. 

Licenses   Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 


CLASS  TITLE:   RESERVOIR  KEEPER  (continued)  CODE:   7l±l|6 

PROMOTIVE  LINES: 

To:  Watershed  Keeper 

From:  Original  entrance  examination 


CUSS  TITLE:   SE  ER  CLEANER  COLE:   71^8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cleans  sewers  manually  or  by  use  of 
power  equipment;  flushes  and  inspects  sewers;  and  performs  related 
duties  as  required, 

Nature  of  work  requires:   sustained  physical  effort  involving 
considerable  standing,  bending,  and  working  in  close  quarters;  ex- 
posure to  working  conditions  where  moderately  serious  injuries  may 
occur;   continuous  exposure  to  extremely  disagreeable  working  condi- 
tions involving  work  with  and  in  raw  sewage. 

EXAMPLES  OF  DUTIES; 

1.  Flushes,  rods,  and  cleans  main  and  side  sewers  using  manual 
and  power  equipment. 

2.  Cleans  channels  and  tanks  in  sewer  treatment  plants  and 
pump  stations. 

3.  Cleans  manholes,  catch  basins,  grates,  sumps,  and  ether 
miscellaneous  sew^r  structures. 

h  Loads  dirt  collected  from  sewer  on  trucks. 

5.  Locates  breaks  and  inspects  sewers. 

6.  Wets  down  trenches  and  builds  dams. 

7.  Investigates  complaints  and  makes  routine  reports. 

8.  Determines  causes  of  cave-ins  and  makes  dye  tests. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  one  year  of  general  laboring  experience;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  the  common 
practices  and  methods  of  sewer  cleaning. 

Requires  ability  to:  use  tools  and  equipment  properly  and  observe 
safety  methods;  follow  instructions. 

PROMOTIVE  LINES; 

To:   Sewer  Serviceman 

From:   General  Laborer 
Cribber 


CLASS  TITLE:   SEWER  SERVICEMAN  CODE:  7kk9 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  activities  of  a 
service  crew  engaged  in  the  maintenance  of  the  city  sewer  system;  per- 
sonally performs  a  variety  of  sewer  cleaning  and  maintenance  tasks;  and 
performs  related  duties  as  required. 

Requ'res  responsibility  for  making  regular  contacts  with  the 
general  public  in  connection  with  providing  information  on  sewer  main- 
tenance activities  and  requirements.  Nature  of  work  requires:   sus- 
tained physical  effort  involving  considerable  standing,  bending,  and 
working  in  close  quarters;  exposure  to  working  conditions  where 
moderately  serious  injuries  may  occur;  continuous  exposure  to  extremely 
disagreeable  working  conditions  involving  work  with  and  in  raw  sewage. 

EXAMPLES  OF  DUTIES: 

1.  Responds  to  service  calls  requesting  maintenance  on  side  and 
main  sewers;  locates  breaks  and  makes  repair;  flushes  and  rods  clogged 
sewers;  dye  tests  sewers  in  locating  .trouble  in  the  system. 

2.  Inspects  large  main  sewers  for  necessary  repairs;  inspects  for 
proper  side  sewer  and  catch  basin  connections;  builds  dams  in  sewer 
lines  to  divert  flow  during  maintenance  operations;  examines  and  tests 
sewers  to  determine  causes  of  street  depressions. 

3.  Cleans  grates  and  flushes  sewage  pumping  station  sumps. 

[i.  Assures  all  street  openings  are  properly  barricaded  and  in  safe 
condition. 

5.  Contacts  occupants  of  property  in  connection  with  sewer  main- 
tenance work;  prepares  daily  work  and  time  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  experience  in  the  cleaning  and 
maintenance  of  sewer  systems;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
sewage  system  and  related  maintenance  requirements;  the  tools,  materials 
and  equipment  necessary  to  maintenance  activities. 

Requires  ability  to:   evaluate  maintenance  problems  in  the  field 
and  take  appropriate  corrective  action;  deal  effectively  and  courteously 
with  the  general  public. 

Requires  skill  in  the  use  of  tools,  materials  and  equipment 
necessary  to  sewer  maintenance  work. 

PROMOTIVE  LINES: 

To:   Sewer  Repair  General  Foreman 

From:   Sewer  Cleaner 


CUSS  TITLE:   SHADE  AND  DRAPERY  MAN  CODE:   7U50 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  manufactures  window  shades,  drapes, 
stage  curtains  and  Venetian  blinds  to  custom  dimensions;  removes  and 
repairs  as  necessary ;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for  carrying  out  established 
methods  and  procedures  in  the  manufacture  and  maintenance  of  window 
shades,  drapes  and  related  materials,  Nature  of  work  requires  some 
physical  effort  in  working  from  ladders  or  scaffolds;  limited  exposure 
to  the  dangers  of  cuts,  bruises  and  falls. 

EXAMPLES  OF  DUTIES: 

1.  Repairs  and  services  window  shades,  drapes,  stage  curtains, 
movie  screens  and  Venetian  blinds. 

2.  Measures,  makes  and  installs  new  window  shades,  drapes,  stage 
curtains,  movie  screens  and  visual  aids. 

3.  Writes  specifications  for  shades,  stage  drapes,  window  cur- 
tains and  stage  equipment. 

i|.  Repairs,  services  and  installs  stage  rigging. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  four  years  of  experience  in  the  maintenance,  repair 
and  manufacture  of  shades,  blinds  and  draperies;  or  an  equivalent 
combination  of  training  and  experience . 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  the 
tools,  equipment  and  procedures  used  in  the  design,  manufacture,  in- 
stallation, maintenance,  repair  and  modification  of  all  types  of 
shades,  drapes,  Venetian  blinds  and  similar  equipment. 

Requires  ability  to:  fabricate,  install  and  repair  shades,  drapes 
and  movie  screens;  measure  drapes  and  shades  and  write  specifications; 
carry  out  oral  and  written  instructions . 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license, 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Original  entrance  examination 
~  Shade  Man 


CLASS  TITLE:   SENIOR  SHADE  AND  DRAPERY  MAN  CODE:   7li5l 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  participates  in  the  manufacture  of 
window  shades,  drapes,  stage  curtains  and  Venetian  blinds  to  custom 
dimensions;  removes  and  repairs  as  necessary;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing existing  methods  and  procedures  in  the  manufacture  and  main- 
tenance of  window  shades,  drapes  and  related  materials.  Nature  of  work 
involves:   some  physical  effort  in  working  from  ladders  or  scaffolds; 
limited  exposure  to  the  dangers  of  cuts,  bruises  and  falls. 

EXAMPLES  OF  DUTIES; 

1.  Supervises  and  participates  in  the  repair  and  service  to  window 
shades,  drapes,  stage  curtains,  movie  screens  and  Venetian  blinds. 

2.  Measures,  makes  and  installs  new  window  shades,  drapes,  stage 
curtains,  movie  screens  and  visual  aids. 

3.  Writes  difficult  specifications  for  shades,  stage  drapes,  window 
curtains  and  stage  equipment. 

k.      Repairs,  services  and  installs  stage  rigging. 

5>.   Inventories  and  requisitions  equipment  and  material  needed  in 
construction  and  maintenance  and  repair  of  window  shades,  drapes  and 
related  material. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  four  years  of  experience  in  the  maintenance,  repair 
and  manufacture  of  shades,  blinds  and  draperies;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of  the  tools,  equipment  and  procedures  used  in  the  design,  manufacture, 
installation,  maintenance,  repair  and  modification  of  all  types  of  shades, 
drapes,  Venetian  blinds  and  similar  equipment. 

Requires  good  ability  to:   fabricate,  install  and  repair  shades, 
drapes  and  movie  screens;  measure  drapes  and  shades  and  write  specifica- 
tions; carry  out  oral  and  written  instructions,  instruct,  supervise  and 
inspect  the  work  of  others. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license, 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 
~~      Shade  Man 

Shade  and  Drapery  Man 


CLASS  TITLE:   SHADE  MAN  CODE:   7^5  2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  shade  shop  in  conjunction  with 
the  manufacture  and  repair  of  window  shades  and  Venetian  blinds;  and 
performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  procedures 
and  methods  in  the  manufacture  and  repair  of  window  shades  and  Venetian 
blinds;  preparing  and  maintaining  ordinary  operating  records.  Mature  of 
work  requires  skill,  adeptness  and  speed  in  the  use  of  the  hands. 

EXAMPLES  OF  DUTIES: 

1.  Manufactures  new  window  shades  according  to  specifications; 
installs  completed  shades. 

2.  Removes,  repairs  and  replaces  worn  or  damaged  shades  and 
Venetian  blinds. 

3.  Maintains  records  of  all  window  shade  and  Venetian  blind  sizes. 
U.  Ascertains  amount  of  material  needed  and  requisitions  necessary 

quantities;  estimates  and  plans  installation  requirements. 

5.  Maintains  records  of  all  window  shades  and  Venetian  blinds 
supplies  as  ordered,  received,  used,  and  on  hand. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  in  the  maintenance 
and  repair  of  window  shades  and  Venetian  blinds;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
materials,  supplies  and  tools  used  in  shade  and  blind  repair  work. 

Requires  ability  to:  make  simple  computations;  follow  simple 
specifications. 

PROMOTIVE  LINES: 

To:   Shade  and  Drapery  Man 

From:   Original  entrance  examination 


CLASS  TITLE:    SIGNALMAN  COLE:   7J4.5U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  signal  system  to  control  the 
orderly  movement  of  cable  cars  at  intersections  or  to  control  bridge  and 
terminal  traffic;  patrols  assigned  area  to  observe  traffic  conditions; 
reports  defective  equipment;  assists  in  routine  servicing  of  equipment; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  the  application  of  simple  repetitive 
manual  skill  in  the  operation  of  a  signal  system  for  traffic  control. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  signal  system  to  control  the  movement  of  cable  cars 
at  intersections,  displaying  red  and  green  signals  to  cars  approaching 
intersection  to  avoid  collisions  or  traffic  congestions. 

2.  Reports  by  telephone,  any  traffic  delays  or  accidents. 

3.  Operates  signals,  lights,  sirens  and  gates  for  bridge  traffic; 
signals  bridgetender  to  raise  and  close  bridge  when  safe;  assists  in 
minor  repairs,  servicing  of  equipment  and  keeping  bridge  clear  of  debris. 

I4.0   Patrols  tunnel  areas  to  observe  traffic  conditions  and  notify 
police  when  accidents  occur. 

5.  Re  -sets  signals  in  case  of  blockage  in  tunnel;  watches  automatic 
equipment  and  notifies  engineer  if  equipment  is  not  in  proper  operating 
condition;  performs  miscellaneous  and  cleaning  duties  at  assigned 
station. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  one  year  of  watchman  or  a  similar  type  of  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  the  rules 
and  regulations  governing  the  orderly  movement  of  pedestrian  and 
vehicular  traffic. 

Requires  the  ability  to  act  quickly  and  effectively  in  emergencies. 

Special  Requirements:   Normal  hearing  and  eyesight,  including 
freedom  from  color  or  night  blindness. 

PROMOTIVE  LINES: 

To:    No  normal  line  of  promotion 

From:  Watchman 


CLASS  TITLE;    STREET  SIGN  REPAIRMAN  CODE:  lh% 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  maintains,  repairs  and  installs  street 
signs  throughout  the  city;  operates  sign  repair  shop;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  repairing  and  maintaining  ordinary 
sign  inventories  and  shop  operating  records.  Nature  of  work  requires 
some  physical  effort  and  dexterity  in  the  use  of  fingers,  limbs  and  body. 

EXAMPLES  OF  DUTIES: 

1.  Picks  up  damaged  street  signs  and  returns  them  to  shop  for 
repair  or  replacement . 

2.  Straightens,  repairs  and  cleans  signs  which  are  still  ser- 
viceable . 

3.  Installs  new  street  signs  as  required. 

k.     Maintains  street  sign  stocks  and  requisitions  new  signs 
as  necessary. 

5.  Maintains  records  of  signs  installed  and  inventory  records 
related  to  sign  shop  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  general  mechanical,  maintenance 
and  repair  experience;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
the  city  street  system;  the  materials  and  tools  used  in  the  erection, 
removal  and  rehabilitation  of  signs. 

Requires  ability  to:   follow  oral  and  written  instructions; 
prepare  simple  reports. 

Requires  skill  in  the  use  of  the  tools  and  materials  used  in  the 
erection  and  removal  of  signs. 

License:  Requires  possession  of  a  valid  state  chauffeur's 
license. 

PROMOTIVE  LINES: 

To:    No  normal  line  of  promotion 

From:  Original  entrance  examination 


CLASS  TITLE:   SWITCH  REPAIRER  CODE:   7U58 

CHARACTERISTICS  OF  THE  CUSS: 

Under  supervision,  maintains  and  repairs  railway  track  switches; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  following  prescribed  procedures  in 
the  application  of  simple  hand  tools  in  switch  repair  work.  Nature  of 
the  work  requires  some  physical  effort  and  dexterity  in  the  performance 
of  the  duties. 

EXAMPLES  OF  DUTIES: 

1.  Cleans  and  lubricates  all  moving  parts  of  track  switches  and 
cleans  out  drains  in  switch  boxes. 

2.  Replaces  defective  or  worn  out  parts  of  switches  to  assure 
their  proper  working  order. 

3.  Inspects  electrical  and  manual  track  switches  throughout  the 
railway  system. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  one  year  of  experience  in  general  laboring  work;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  manual 
and  electrical  switches. 

Requires  ability  to:  maintain,  service  and  repair  railway 

switches;  read  and  write;  follow  simple  oral  or  written  instructions. 

PROMOTIVE  LINES: 

To:    General  Laborer  Sub-Foreman 
Trackman  Sub-Foreman 

From:   General  Laborer 


CLASS  TITLE:   TRAFFIC  PAINTER  CODE:   7^60 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  paints  or  stripes  traffic  lanes,  guide  lines  and 
curbs;  operates  traffic  striper  and  painting  machinery  and  equipment; 
and  performs  related  duties  as  required. 

Nature  of  work  involves:  light  physical  activity  and  intermittent 
exposure  to  considerable  traffic  hazards. 

EXAMPLES  OF  DUTIES: 

1.  Operates  traffic  striping  machine  in  painting  traffic  lanes  and 
guide  lines. 

2.  Paints  curbs,  crosswalks  and  other  traffic  markings,  signs  or 
standards. 

3.  Stencils  safety  clearances. 

h*     Lays  out  marking  lines,  boards  and  stencils. 

5.  Directs  the  placing  of  painting  equipment  and  signal  flags. 

6.  Loads  or  unloads  material. 

7.  Cleans  stencils,  trucks,  machinery  and  other  traffic  painting 
equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammer  school, 
supplemented  by  at  least  two  years  of  general  painting  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the  types, 
use  and  maintenance  of  brushes,  spray-guns,  stencils,  traffic  striping 
machines  and  other  traffic  painting  equipment;  the  hazards  involved  in 
working  among  moving  vehicles  and  applicable  safety  precautions. 

Requires  ability  to  operate  traffic  striping  truck  and  equipment; 
follow  written  and  oral  instructions. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From:  Original  entrance  examination 


CLASS  TITLE:   UTILITY  PLUMBER  HELPER  CODE:   71+62 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  plumbing  work  by  assisting 
a  utility  plumber  in  the  installation,  care  and  maintenance  of  water 
mains,  pipes,  meters,  fire  hydrants,  gates  and  valves;  and  performs  re- 
lated duties  as  required. 

Requires  normal  responsibility  for  carrying  out  auties  according  to 
instructions.  Nature  of  work  involves  considerable  cexterity  in  the  use 
of  fingers,  hands,  limbs  and  body,  with  exposure  to  physical  and  working 
conditions  where  moderately  serious  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Makes  street  and  sidewalk  excavations  for  the  installation,  re- 
moval, repair  or  alteration  of  water  mains,  meters,  service  pipes,  fire 
hydrants,  hydrant  leads,  gates,  valves  and  other  appurtenances;  back- 
fills ditches  or  other  excavations;  assists  in  the  layi-g  of  various 
types  of  water  mains,  pipes  and  the  installation  of  meters  or  fire 
hydrants . 

2.  Assists  in  the  drilling  and  tapping  of  water  mains;  operates 
various  hand  or  power  tools  or  equipment,  such  as  mounted  or  portable 
air  compressors,  pumps,  light  plants,  pneumatic  drills,  pavement 
breakers,  clay  diggers  and  caulking  tools;  chips  and  cleans  pipe  and 
fittings  and  coats  pipe  with  preservative;  loads  and  unloads  pipes, 
dirt,  broken  pavement  and  other  heavy  materials;  drives  truck  to  and 
from  job  sites. 

3.  Assists  in  the  cleaning  and  repair  of  sewers,  the  maintenance 
and  testing  of  water  meters  and  check  valves;  assists  in  the  cleaning 
and  flushing  of  valves,  vaults  and  underground  cisterns;  assists  in  the 
cutting  and  threading  of  pipe  with  hand  dies  or  threading  machine; 
assists  in  the  caulking  of  joints,  sleeves  and  connections,  and  i  the 
location  and  repair  of  leaks. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  eight  years  of 
elementary  school,  supplemented  by  at  least  two  years  of  general 
mechanical  and  plumbing  maintenance  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
the  methods,  tools  and  equipment  used  in  the  repair,  maintenance  and 
installation  of  water  mains,  pipes  and  meters. 

Requires  ability:   in  the  use  of  pertinent  tools  and  equipment; 
to  drive  a  truck;  to  carry  out  instructions  and  cooperate  with  others 
in  the  performance  of  iuties;  to  perform  heavy  physical  work. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   UTILITY  PLUMBER  HELPER  (Continued)  CODE:   7li62 

PROMOTIVE  LINES: 

To:   Utility  Plumber 

From:   Original  entrance  examination 


CLASS  TITLE:   VOTING  MACHINE  SERVICEMAN  CODE:   7Ll61| 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,,  services,  repairs  and  distributes  voting 
machines  for  elections;  returns  and  stores  machines  after  elections; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  the  servicing  and  repair  of  voting 
machines;  making  occasional  contacts  with  the  general  public  in  in- 
structing on  the  operation  of  voting  machines.  Nature  of  work  requires 
frequent  physical  effort  involving  heavy  lifting, 

EXAMPLES  OF  DUTIES: 

1.  Inspects,  repairs,  replaces  or  adjusts  voting  machines;  re- 
moves and  replaces  parts  as  necessary;  services  voting  machine  lighting 
equipment. 

2.  Inspects  and  resets  candidate  counters;  removes  and  replaces 
defective  and  broken  booste  ?   wheels,  corner  braces,  leg  braces,  machine 
services  and  stops,  and  broken  door  hardware, 

3.  Paints  voting  machine  cases  and  related  equipment  using  brush 
and  spray  gun. 

U.   Supervises  temporary  personnel  in  the  preparation  of  voting 
machines  during  election  time;  takes  crews  to  schools  and  sets  up, 
tests  and  adjusts  voting  machines;  lifts  voting  machines  on  and  off 
drayage  trucks. 

5.  Assists  in  supervising  the  recanvassing  of  votes  cast  on  all 
voting  machines, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  general  mechanical  maintenance 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  knowledge  of  general 
mechanical  maintenance  and  repair  work  and  the  uses  of  related  tools, 
materials  and  equipment. 

Requires  ability  to:   analyze  and  make  necessary  repairs  to 
mechanical  equipment;  deal  tactfully  with  the  general  public. 

Requires  skill  in  the  use  of  hand  and  shop  tools. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operators  license , 

PROMOTIVE  LINES: 

To:  Voting  Machine  Assistant  Custodian 

From:   Original  entrance  examination 


CLASS  TITLE:   VOTING  MACHINE  ASSISTANT  CUSTODIAN  CODE:   7^66 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  supervising  the  distribution, 
servicing  and  repair  of  voting  machines  for  elections  and  the  return  and 
storing  of  machires  after  elections;  assists  in  supervising  the  recan- 
vassing  of  votes  cast;  assumes  duties  of  custodian,  voting  machines, in 
his  absence;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  the  servicing  and  repair  of  voting 
machines;  making  occasional  contacts  with  the  general  public  in 
instructing  on  the  operation  of  voting  machines.  Nature  of  work 
requires  frequent  physical  effort  involving  heavy  lifting. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  supervising  the  inspection  and  repair  of  voting 
machines;  makes  difficult  and  complex  adjustments. 

2.  Supervises  the  stripping  and  labeling  of  voting  machines; 
inspects  and  re-sets  candidate  counters;  removes  and  replaces  broken 
parts. 

3.  Supervises  painting  of  voting  machine  cases  and  related 
equipment. 

U.   Supervises  temporary  personnel  in  the  preparation  of  voting 
machines  during  election  time;  takes  crews  to  schools  and  sets  up, 
tests  and  adjusts  voting  machines  and  makes  repairs  when  necessary; 
lifts  voting  machines  on  and  off  drayage  trucks. 

5.   Assists  in  supervising  the  recanvassing  of  votes  cast  on  all 
voting  machines. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  experience  in  the  maintenance, 
repair  and  adjustment  of  voting  machines;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
mechanical  operations  and  materials  used  in  the  servicing  of  voting 
machines. 

Requires  ability  to:   supervise,  inspect  and  review  the  work  of 
others;  deal  tactfully  with  the  general  public. 

Requires  considerable  skill  in  the  use  of  hand  and  shop  tools  and 
equipment . 

PROMOTIVE  LINES: 

To:   Custodian,  Voting  Machines 

From:   Voting  Machine  Serviceman 


CLASS  TITLE:  WATER  CONSTRUCTION  AND  MAINTENANCE  LABORER    CODE:   7U68 
CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  construction,  maintenance 
and  repair  tasks  on  main  water  supply  and  distribution  lines,  domestic 
and  fire  services 5  performs  semi-skilled  laboring  tasks  in  the  main- 
tenance of  water  department  and  hetch-hetchy  project  properties,  premises, 
buildings  and  equipment 5  performs  routine  laboring  tasks  in  maintaining 
roads,  fire  trails,  watersheds  and  reservoir  properties;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   following  established  methods,  pro- 
cedures and  instructions  relating  to  the  different  types  of  duties 
performed;  keeping  simple  records  of  time  and  work  performed.   Nature  of 
work  requires  sustained  physical  effort,  frequently  involving  heavy 
work  and  manual  effort  and  dexterity  with  continuous  exposure  to  working 
conditions  involving  accident  and  health  hazards  and  exposure  to  very 
disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Helps  in  the  construction,  maintenance  and  repair  of  large 
diameter  steel  water  supply  lines,  distribution  mains,  domestic  and  fire 
services;  scrapes  and  brushes  surfaces;  applies  protective  coatings; 
brushes,  scrapes  and  coats  valves;  inspects  lines  for  leaks;  repairs 
leaking  air  release  valves;  maintains  watershed  and  reservoir  properties, 
roadways,  rights-of-way  and  fences. 

2.  Repairs  damaged  pavement  surfaces;  cleans  work  area  of  debris; 
sets  warning  markers  and  signs;  acts  as  flagman  for  equipment  operators 
and  other  maintenance  workers. 

3.  Maintains  water  and  power  lines  in  rights-of-way;  cuts  and  burns 
brush  and  weeds;  sprays  brush  with  weed  killer. 

k.     Assists  in  the  maintenance  of  buildings;  cleans  surfaces  pre- 
paratory to  painting;  washes  windows;  waxes  floors;  takes  care  of 
adjacent  premises. 

5.  Performs  maintenance  and  repair  tasks  on  the  areas  adjacent  and 
surrounding  dams  and  reservoirs;  rakes  and  burns  driftwood  from  shore 
lines . 

6.  Assists  in  maintaining  equipment  and  appurtenant  apparatus; 
clears  sluice  gates  of  rocks  and  debris;  assists  in  mixing  and  placing 
concrete;  assists  carpenters  in  various  types  of  maintenance,  altera- 
tion and  construction  work,  both  on  inside  and  outside  of  buildings; 
loads  and  unloads  materials  from  trucks;  piles  lumber  and  other  build- 
ing materials;  sharpens  small  tools;  cleans  up  work  area  after  comple- 
tion of  job. 

7.  Operates  various  mechanical  tools  and  equipment,  such  as  air 
compressor,,  jack  hammer,  sand  blaster,  chisels,  chainsaw  and  other  power 
driven  tools. 

8.  As  required,  performs  a  variety  of  general  laboring  tasks  in 
connection  with  above  work. 


CLASS  TITLE:  WATER  CONSTRUCTION  AND  MAINTENANCE  LABORER    CODE:   7U68 
(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of  high 
school,  supplemented  by  at  least  three  years  of  experience  in  general 
construction  and  maintenance  work;  or  an  equivalent  combination  of 
training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   various 
building  and  construction  crafts  as  related  to  a  wide  variety  of  main- 
tenance and  repair  operations  in  a  large  water  supply  and  distribution 
system;  water  works  and  distribution  system  locations  and  facilities, 
both  in  the  outlying  watersheds  and  local  distribution  reservoirs  and 
related  supply  and  distribution  lines. 

Requires  ability  to  perform  a  variety  of  maintenance  and  re- 
pair tasks. 

Requires  some  skill  in  the  use  of  hand  power  and  pneumatic  tools. 

PROMOTIVE  LINES: 

To:   Utility  Foreman 

From:   General  Laborer 

Original  entrance  examination 


CIASS  TITLE:  WATERSHED  KEEPER  CODE:   7U70 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  patrols  and  polices  watershed  properties 
and  facilities  in  preventing  trespassing  and  pollution  of  watersheds; 
fights  forest  fires;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures  in  patrolling  and  caring  for  watershed  areas;  keeping 
routine  records  and  reports.   Nature  of  work  requires:   considerable 
physical  effort  in  patrolling  the  watershed  area;  continuing  exposure 
to  the  elements  and  to  working  conditions  where  minor  injuries  may 
occur. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  and  polices  watershed  and  reservoir  areas;  removes  all 
debris  and  dead  animals;  arrests  swimmers,  hunters,  fishermen,  garbage 
dumpers  and  other  trespassers;  maintains  landscaped  areas. 

2.  Reads  indicating  meters  and  recording  instruments  and  charts 

to  determine  water  levels,  water  flow  and  temperature;  keeps  records  of 
unusual  conditions  and  work  performed. 

3.  Patrols  lakes  and  reservoirs  by  launch  to  inspect  water  condi- 
tions and  takes  samples;  locates,  reports  and  fights  forest  fires. 

h.      Operates  various  pipe  lines,  flumes, stream  flow,  spillways 
and  sluice  gates  to  regulate  the  flow  of  water  from  the  reservoirs; 
measures  and  dumps  flouride  into  hoppers  to  keep  continual  flow  into 
the  pipe  lines;  inspects  ,  adjusts  and  operates  chlorine  station  equipment. 

5.  May  take  weather  station  readings, search  for  lost  hikers,  per- 
form maintenance  work  and  escort  visitors, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  one  year  of  experience  in  general  laboring  and  care- 
takihg  work, or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:  methods 
and  practices  employed  in  the  operation  of  gates,  valves,  screen  systems, 
water  measuring  devices  and  other  equipment  related  to  reservoir 
operations;  life  saving  and  fire  fighting  equipment  and  artificial 
respiration. 

Requires  ability  to:   read  gauges  and  measuring  devices;  use 
simple  hand  tools;  fight  fires;  perform  rescue  operations;  make  simple 
arithmetical  computations;  write  simple  reports. 

License:   Requires:   possession  of  a  valid  state  motor  vehicle 
operator's  license;  bond  and  deputization  as  a  deputy  sheriff. 

PROMOTIVE  LINES: 

To:  No  Normal  Line  of  Promotion 

From:   Reservoir  Keeper 


CLASS  TITLE:   WIRE  ROPE  CABLE  MAINTENANCE  MECHANIC         CODE:   7U72 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  skilled  work  in  connection  with 
the  splicing,  repair  and  replacement  of  wire  rope  cables  in  the  cable  car 
system;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  and  manual 
dexterity  in  connection  with  cable  splicing  and  repair  activities;  inter- 
mittent exposure  to  working  conditions  where  moderately  serious  injuries 
may  occur,  and  exposure  to  somewhat  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  cables  for  defects  and  damage  and  determines  necessity 
for  repair  or  replacement. 

2.  Repairs,  splices  and  lubricates  cables. 

3.  Splices  fiber  and  wire  rope  slings  and  rigging  necessary  to  the 
movement  and  placement  of  heavy  shop  equipment;  rigs  for  and  installs  new 
cables;  adjusts  and  maintains  cable  tension  carriages  in  proper  alignment. 

h.      Inspects,  repairs  and  installs  sheaves,  pullup  and  component  parts, 
5.  Supervises  the  activities  of  work  crews  assigned  to  making  emer- 
gency repairs  to  cables. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  two  vears  of  journeyman  level  cable  splicing  experi- 
ence; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
tools,  materials  and  equipment  utilized  in  cable  splicing  and  repair  activ- 
ities; the  cable  system  and  related  equipment. 

Requires  ability  to:   analyze  breakdowns  in  cable  equipment  and  make 
necessary  splicing  or  repairs;  maintain  routine  records  of  time  worked 
and  materials  used  on  various  splicing  and  repair  projects. 

Requires  considerable  skill  in  the  splicing  of  wire  rope  cables. 

PROMOTIVE  LINES: 

To:   Cable  Machinery  Supervisor 
From:   Original  entrance  examination 


CLASS  TITLE:   ASPHALT  WORKER  CODE:   7502 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  spreads  hot  asphaltic  material  in  connection 
with  street  maintenance  and  repair  projects;  and  performs  related 
duties  as  required. 

Nature  of  work  requires:   considerable  physical  effort  in  handling 
heavy  asphaltic  materials;  exposure  to  working  conditions  where 
moderately  serious  injuries  may  occur  and  somewhat  disagreeable 
conditions  due  to  heat  and  fumes  are  encountered. 

EXAMPLES  OF  DUTIES: 

1.  Shovels,  rakes  and  spreads  hot  asphaltic  material  in  the 
repair  or  resurfacing  of  streets. 

2.  Compacts  and  smooths  asphaltic  patches  by  rolling  with  heated 
roller. 

3.  Removes  old  pavement  and  prepares  surface  for  repaving. 
h.      Operates  asphalt  kettle  and  tool  heater. 

5.  Places  and  moves  barricades  and  cleans  up  job  site  upon 
completion  of  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  the 
tools,  materials  and  equipment  used  in  asphalt  paving  work. 

PROMOTIVE  LINES: 

To:   Asphalt  Finisher 

From:   General  Laborer 


CLASS  TITLE:   DUMP  ATTENDANT  CODE:   7506 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  checking  trucks  and 
materials  entering  and  leaving  dump  ^ are a;  and  performs  related  duties. 

Requires  responsibility  for  keeping  simple  records  of  vehicles 
entering  and  leaving  dump  area.   Nature  of  work  involves  some  exposure 
to  disagreeable  weather  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Checks  trucks  in  dump  area  and  allows  only  authorized  materials 
to  be  dumped. 

2.  Directs  trucks  to  appropriate  area  for  dumping  materials. 

3.  Maintains  log  of  arrival  and  departure  time  of  city-owned 
vehicles  using  dump. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:  follow  oral 
and  written  instructions;  read  and  write  and  to  deal  effectively  with 
employees  in  authorizing  the  use  of  dump  facilities. 

PROMOTIVE  LINES: 

To:   General  Laborer  Sub-Foreman 

From:   Original  entrance  examination. 


CLASS  TITLE:   FLUSHER  NOZZLEMAN  CODE:   7^10 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  simple  manual  manipulation  of  nozzle 
controls  on  various  capacity  street  flushers  in  connection  with  street 
cleaning  activities;  and  performs  related  duties. 

Requires  responsibility  for  the  application  of  simple  manual  skills 
in  operating  nozzles  to  control  water  pressure. 

EXAMPLES  OF  DUTIES: 

1.  Opens  and  closes  nozzle  valves  at  required  intervals. 

2.  Regulates  water  pressure  through  nozzles  as  required. 

3.  Attaches  filler  hose  to  water  hydrant  and  turns  on  water  to  re- 
fill f lusher  tank. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  None. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to  follow  oral 
and  written  instructions. 

PROMOTIVE  LINES: 

To:      General   Laborer  Sub-Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   GENERAL  LABORER  CODE:  T^lk 

CHARACTERISTICS  OF  THE  CLASS: 

Under  Immediate  supervision,  performs  a  wide  variety  of  manual 
labor  tasks;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   sustained  physical  effort  in  performing 
assigned  tasks;   continuous  exposure  to  physical  and  working  conditions 
where  minor  injuries  may  be  encountered;  intermittent  exposure  to  a 
variety  of  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Loads  and  unloads  supplies,  materials  and  equipment  onto  and  off  of 
trucks;  digs  and  back  fills  trenches  and  other  excavations. 

2.  Cleans  and  flushes  gutters  and  man  holes;  scrapes  and  flushes 
sewers;  may  operate  portable  pumping  and  eductor  equipment. 

3.  Operates  a  wide  variety  of  pneumatic  tools,  including  jack  hammers, 
chipping  guns  and  tampers . 

I  £.  May  assist  various  types  of  craftsmen  on  projects  by  providing 
tools,  cleaning  components,  machinery  or  equipment  and  similar  unskilled 
tasks. 

6.  Cleans,  scrapes  and  sand  blasts  wooden  and  metal  materials  for 
painting. 

7.  Opens  and  closes  man  holes  for  the  inspection  of  sewers;  may 
assist  in  collecting  gas  test  samples  from  sewers. 

8.  Sets  up  traffic  barricades  and  lights  on  various  work  sites; 

may  perform  general  cleaning  work  in  and  about  buildings  and  plant  instal- 
lations . 

9.  Mixes  concrete  for  maintenance  and  repair  jobs;  sprays  cracks 
and  defects  on  concrete  and  asphalt  streets. 

10.   Cuts  brush  and  trees  and  removes  logs  and  other  debris  from 
park  areas;  digs,  grades  and  prepares  grounds  for  grass  seeding  and 
plant  processes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school,  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  the 
methods,  tools  and  equipment  used  in  general  laboring  work. 

Requires  ability  to:   follow  oral  and  written  instructions;  use 
common  hand  tools. 

Requires  some  skill  in  the  use  of  general  laboring  tools  and  equip- 
ment. 

PROMOTIVE  LINES: 

To:   General  Laborer  Sub-Foreman 

From:   Original  Entrance  Examination 


CLASS  TITLE:  ■  GENERAL  LABORER  SUB -FOREMAN  CODE:   ?5l6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  wide  variety  of  manual 
labor  tasks;  exercises  work  direction  over  a  small  crew  of  laborers  and 
equipment  operators  engaged  in  such  work;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  explaining  and  carrying  out  work  methods 
and  procedures.  Nature  of  work  requires:   sustained  physical  effort 
in  performing  assigned  tasks;  continuous  exposure  to  physical  and 
working  conditions  where  minor  injuries  are  encountered;  intermittent 
exposure  to  a  variety  of  disagreeable  working  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  excavation  and  back  filling 
of  trenches,  ditches  and  similar  excavations. 

2.  Supervises  the  loading  of  debris,  materials  and  equipment  on 
trucks;  supervises  and  participates  in  the  operation  of  a  variety  of 
pneumatic  tools  and  equipment,  including  jack  hammers,  chippers, 
tampers  and  similar  equipment. 

3.  Assigns  specific  tasks  to  laborers  and  vehicle  operators  at 
work  projects. 

h-     Is  responsible  for  assuring  the  work  areas  and  job  sites  are 
left  in  a  clean  and  orderly  manner  on  completion  of  work. 

5>.  Prepares  simple  records  of  time  worked  on  various  projects. 

6.  Assures  that  all  tools  and  equipment  necessary  to  specific  jobs 
are  available  to  work  crews . 

7.  Supervises  and  participates  in  the  loading,  hauling  and 
delivery  of  a  variety  of  construction  and  maintenance  materials,  tools 
and  equipment . 

8.  Assures  that  barricades  and  safety  lights  are  properly  installed 
about  excavations;  may  operate  motor  vehicles  in  the  transport  of  men  and 
materials  to  job  sites. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  experience  in  general  laboring 
work;  or  an  equivalent  combination  of  training  and  experience . 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   the 
methods  and  techniques  commonly  used  in  a  variety  of  maintenance  and 
repair  operations;  the  uses  and  operating  characteristics  of  a 
variety  of  automotive  equipment. 

Requires  ability  to  understand  and  follow  oral  and  written  instruc- 
tions; requires  some  supervisory  ability. 


CLASS  TITLE:   GENERAL  LABORER  SUB -FOREMAN   (continued)      CODE:   ?5l6 
PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  General  laborer 


CLASS  TITLE:   INCINERATOR  OPERATOR  CODE:   7^20 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  rubbish  incinerator  and 
cremator  for  the  purpose  of  disposing  of  waste  items;  and  performs 
related  duties  as  required. 

Nature  of  work  involves  sustained  physical  effort  in  moderately 
heavy  work  in  surroundings  that  are  extremely  disagreeable. 

EXAMPLES  OF  DUTIES: 

1.  Tends  and  operates  a  high  temperature  gas-fired  cremator  for 
the  disposal  of  human  specimens  and  parts  resulting  from  operations  and 
post-mortem  examinations. 

2.  Operates  a  combustible  rubbish  burner  for  the  destruction  of 
rubbish  and  refuse  from  the  various  wards  and  other  locations  throughout 
the  hospital;  receives  loads  of  such  refuse  as  delivered  by  porters 

and  orderlies;  loads  material  directly  into  furnace  or  empties  con- 
tainers of  such  burnable  rubbish;  periodically  adjusts  dampers  and 
tends  the  firebox  to  assure  proper  and  complete  combustion;  removes 
and  disposes  of  ashes  and  non- combustible  residue. 

3.  Performs  other  miscellaneous  and  incidental  tasks  in  con- 
nection with  maintaining  premises  and  equipment  in  clean  condition  and 
good  repair. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  the 
characteristics  and  operation  of  furnaces,  incinerators  or  similar 
equipment . 

Requires  ability  and  willingness  to  work  in  extremely  disagree- 
able surroundings. 

PROMOTIVE  LINES: 

To:   Porter  Sub-Foreman 

From:   Original  entrance  examination 
Porter 


CLASS  TITLE:   INSTITUTION  UTILITY  MAN  CODE:   752U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  manual  and  general  labor- 
ing tasks  in  connection  with  the  operation  and  maintenance  of  institu- 
tional buildings  and  grounds;  and  performs  related  duties  as  required. 

Nature  of  work  requires  some  physical  effort  and  minimum  dexterity 
in  the  use  of  fingers,  limbs  and  body. 

EXAMPLES  OF  DUTIES: 

1.  Cleans  and  removes  debris  eround  buildings  and  grounds;  loads 
refuse  onto  trucks  for  transport  to  disposal  site;  operates  incinerating 
equipment  in  burning  combustible  rubbish. 

2.  Operates  motor  vehicles  in  picking  up  garbage  and  rubbish 
from  various  locations  and  disposes  of  garbage  and  rubbish  in  a  pre- 
scribed manner. 

3.  May  operate  motor  vehicle  in  the  transfer  of  employees  and/or 
patients. 

h.      Assists  in  maintaining  grounds  and  shrubbery;  pulls  weeds; 
operates  hand  mower,  waters  lawns  and  shrubbery  and  cultivates  flower 
beds;  may  operate  power  mower;  may  make  minor  repairs  to  motor  equip- 
ment. 

5.   Feeds  cattle  and  hogs;  cleans  cattle  and  hog  pens. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  the 
methods,  materials  and  tools  used  in  general  laboring  work. 

Requires  ability  to  follow  oral  and  written  instructions. 

PROMOTIVE  LINES: 

To:   No  Normal  line  of  Promotion 

From:  Original  Entrance  Examination 


CLASS  TITLE:   STREET  CLEANER  CODE:   7530 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cleans,  sweeps  and  picks  tip  debris  on 
streets  in  a  designated  area  of  the  city;  and  performs  related  duties 
as  required. 

Nature  of  work  involves:   the  application  of  simple  repetitive 
manual  skills  and  the  use  of  simple  cleaning  materials  and  tools  in 
keeping  a  designated  area  clean;  occasional  exposure  to  inclement  weather 
conditions. 

EXAMPLES  OF  DUTIES: 

1.  Sweeps  streets  and  removes  litter  from  sidewalks  in  an  assigned 
area;  picks  up  debris  and  deposits  same  in  street  cans  for  pick-up. 

2.  Cuts  weeds  on  street  and  curb  lines;  removes  unauthorized 
advertising  signs  from  utility  <poles  and  city  property. 

3.  Reports  defects  in  pavement  and  sidewalks;  reports  damaged 
signs,  signals  and  other  traffic  hazards. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   None 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   follow 
simple  oral  or  written  instructions;  read  and  write. 

PROMOTIVE  LINES: 

To:   Street  Cleaner  Sub-Foreman 

From:  Original  Entrance  Examination 


CLASS  TITLE:   STREET  CLEANER  SUB-FOREMAN  CCS:   7^32 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  cleans,  sweeps  and  picks  up  debris  on 
streets  and  sidewalks  in  an  assigned  district  of  the  city;  exercises 
work  direction  over  a  small  crew  of  subordinate  personnel  engaged  in  such 
work;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  methods 
and  procedures  related  to  street  cleaning  operations;  keeping  simple 
operational  records.  Nature  of  work  involves;  the  application  of  simple 
repetitive  manual  skills  and  the  use  of  simple  cleaning  tools  and  equipment; 
occasional  exposure  to  inclement  weather  conditions. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  work  of  street  cleaners  assigned 
to  a  designated  area. 

2.  Makes  daily  report  of  areas  cleaned  and  hours  worked  by  each 
member  of  the  crew. 

3.  Performs  the  regular  duties  of  a  street  cleaner;  reports  all 
defects  in  street  and  sidewalks,  signs  and  signals  and  other  hazards  which 
are  observed. 

h.     When  assigned,  performs  special  cleaning  duties  such  as  for 
parades,  celebrations,  storm  washdowns,  clearance  of  hazards  and  other 
emergency  clean-ups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to  lay  out  and 
supervise  the  work  of  a  small  group  of  street  cleaners;  deal  courteously, 
effectively  and  tactfully  with  subordinates;  read  and  write;  use  simple 
cleaning  equipment  and  tools. 

PROMOTIVE  LINES: 

To:   No  Normal  Line  of  Promotion 

From:   Street  Cleaner 


CLASS  TITLE:   TRACKMAN  CODE:   751;0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  semi-skilled  repair  work  in  connection 
with  the  maintenance  and  repair  of  cable  car  and  electric  railway  tracks 
and  related  equipment;  and  performs  related  duties  as  required. 

Nature  of  work  requires:  some  physical  effort  and  heavy  lifting 
and  dexterous  use  of  fingers,  limbs  and  body;  continuous  exposure  to 
physical  and  working  conditions  where  minor  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Operates  mechanical  equipment  in  the  bending  and  shaping  of 
steel  rails  and  tracks. 

2.  Operates  power  saws  and  grinders  in  connection  with  the  fabric- 
ation and  fitting  of  cable  car  track  components. 

3.  Removes  and  replaces  worn  or  defective  pulleys,  brackets  and 
bearings  as  necessary;  removes  and  replaces  worn  or  defective  depression 
beams  and  components  of  such  beams;   removes  and  replaces  worn  or  broken 
rails. 

h.     Lubricates  and  greases  bearings  and  turn  table  machinery; 
replaces  missing  bolts  in  such  machinery  as  necessary;  assists  in  repair- 
ing and  ^replacing  cables. 

5.  Performs  general  laboring  work  in  cleaning  of  cable  pits  and 
channel  areas. 

6.  Assists  in  the  setting  up  and  dismanteling  of  welding  apparatus; 
acts  as  flagman  on  track  work  crews. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  at  least  one  year  ,of 'general  laboring  experience, 
preferably  related  to  mechanical  maintenance  activities;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  the  methods, 
tools  and  equipment  used  in  general  laboring  work. 

Requires  ability  to  follow  oral  instructions  and  use  common  hand 
tools . 

Requires  some  skill  in  the  use  of  general  laboring  tools  and 
equipment . 

PROMOTIVE  LINES: 

To:   Trackman  Foreman 

From:   Original  entrance  examination 


CUSS  TITLE:   TRACKMAN  SUB -FOREMAN  CODE:   75U2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  semi-skilled  repair  work  in 
connection  with  the  maintenance  and  repair  of  cable  car  tracks  and 
related  equipment;  exercises  work  direction  over  a  crew  of  subordinate 
personnel  engaged  in  such  work;  and  performs  related  duties  as  required. 

Nature  of  work  requires:   some  physical  effort  and  dexterous 
use  of  the  fingers,  limbs  and  body;  continuous  exposure  to  physical 
and  working  conditions  where  minor  injuries  may  occur. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  replacement  of  carrier  crown 
machinery  and  curve  pulleys;  supervises  the  replacement  and  allignment 
of  depression  beams;  inspects  cable  line  equipment  and  facilities 

for  proper  operation  and  maintenance. 

2.  Assures  all  necessary  greasing  and  lubrications  is  performed 
as  required;  supervises  and  participates  in  the  routine  repair  and 
maintenance  of  cables  and  the  cleaning  of  line  pits  and  channels. 

3.  Maintains  time  records  of  assigned  crew. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  grammar  school, 
supplemented  by  at  least  three  years  of  experience  in  general  laboring 
work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:  the  methods 
and  techniques  commonly  used  in  a  variety  of  maintenance  and  repair 
operations;  the  uses  and  operating  characteristics  of  a  variety  of 
automotive  equipment. 

Requires  ability  to:  understand  and  follow  oral  and  written  instruc- 
tions; maintain  simple  records  and  reports  of  work  accomplished. 

Requires  skill  in  the  use  of  general  laboring  tools  and  equipment. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 
From:   Trackman 


CLASS  TITLE:   UTILITY  MAN,  SCHOOLS  CODE:   7550 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  semi-skilled  tasks  in  assemb- 
ling, installing,  adjusting,  replacing  and  repairing  furniture  in  school 
buildings;  and  performs  related  duties  as  required. 

Nature  of  work  requires  some  physical  effort  and  dexterity  in  the  use 
of  the  fingers,  limbs  and  body. 

EXAMPLES  OF  DUTIES: 

1.  Delivers  new  furniture  to  class  rooms  and  picks  up  old  furniture 
for  disposal  or  renewal. 

2.  Unloads  furniture  and  class  room  equipment  from  trucks,  freight 
cars  and  delivers  same  to  warehouses  for  storage. 

3.  Assembles,  installs,  adjusts  and  makes  minor  repairs  to  school 
furniture;  transfers  furniture,  equipment;  supplies,  books  and  other  school 
property  within  or  between  school  buildings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school,  sup- 
plemented  by  at  least  one  year  experience  in  the  installation,  adjustment, 
removing  and  maintenance  of  furniture  and  miscellaneous  related  equipment; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,   Abilities  and  Skills:   Requires  some  knowledge  of  the 
methods  and  techniques  used  in  assembling,  installing  and  moving  furniture 
and  fixtures. 

Requires  ability  to  follow  oral  instructions. 

Requires  some  skill  in  the  use  of  various  hand  tools. 

License:   Requires  possession  of  a  valid  state  chauffeur's  license. 
PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion. 
From:   Original  entrance  examination. 


CLASS  TITLE:   YARDMAN  CODE:   7560 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  is  responsible  for  the  care  of  outside  storage 
areas  containing  a  wide  variety  of  materials,  supplies  and  equipment; 
and  performs  related  duties  as  required. 

Requires  responsibility  for  the  maintenance  of  simple  records. 
Nature  of  work  requires  the  performance  of  a  majority  of  duties  in 
the  outdoors  and  frequently  requires  heavy  physical  exertion. 

EXAMPLES  OF  DUTIES: 

1.  Maintains  records  of  materials  delivered  to  supply  yard;  maintains 
daily  record  of  locations  to  which  various  items  of  maintenance  and 
repair  equipment  have  been  dispatched. 

2.  Maintains  supply  yard  in  clean  and  orderly  condition;  segregates 
and  stacks  various  materials  and  supplies  such  as  pipe,  lumber  and  paving 
and  construction  materials;  may  perform  similar  tasks  in  shops  adjacent 
to  supply  yard;  loads  and  unloads  trucks. 

3.  Notifies  superiors  when  stock  is  low  or  in  the  event  of  needed 
repairs  to  facilities  or  equipment;  may  operate  a  light  truck  in  making 
pick-ups  or  deliveries  of  equipment  or  supplies. 

MINIMUM  QUALIFICATIONS 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  one  year  of  general  warehouse  or  supply  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  the  mater- 
ials and  equipment  used  in  the  maintenance  of  buildings  and  grounds  and 
water  supply  systems. 

Requires  ability  to  follow  oral  and  written  instructions  and  to  keep 
simple  records. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator's license, 

PROMOTIVE  LINES: 

To:   General  laborer  sub-foreman 

From:   Original  entrance  examination 


CODE :   8000 


LEGAL,  PROTECTION  AND  DETENTION  SERVICE 


CLASS  TITLE:   PROCESS  SERVER  CODE:   8102 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  serves  legal  papers  and  process;  and 
performs  related  duties  as  required. 

Requires  responsibility  for  making  regular  responsible  contacts 
with  the  general  public  in  connection  with  the  serving  of  legal  papers. 

EXAMPLES  OF  DUTIES: 

1.  Receives  legal  papers  and  process  from  superior  and  serves  same 
to  appropriate  individuals. 

2.  Delivers  jury  instructions  and  other  materials  to  attorneys  from 
the  city  attorney's  office. 

3.  Receives,  distributes  and  processes  incoming  and  outgoing  mail. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  one  year  of  general  clerical  experience,  preferably 
in  the  legal  field;  or  an  equivalent  combination  of  training  and  exper- 
ience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of  the 
laws  applicable  to  the  handling  and  serving  of  legal  process. 

Requires  ability  to  exercise  good  judgment  and  tact  in  serving  legal 
process. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion:   position  exempt  from  examination 


CLASS  TITLE:   LEGAL  PROCESS  CLERK  CODE:   8106 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  detailed  and  responsible  clerical 
work  in  connection  with  the  processxng  of  legal  actions;  maintains  depart- 
mental records  and  files;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  the  less 
technical  civil  procedures  and  regulations  related  to  office  operations; 
making  continuous  contacts  with  attorneys  and  the  general  public  requesting 
services  and  information;  preparing,  maintaining  and  filing  various  legal 
actions  received  by  the  department. 

EXAMPLES  OF  DUTIES: 

1.  Checks  writs  of  attachments,  executions  and  claims  received  and 
arranges  for  completion  of  legal  process  when  seme  portion  is  inadeqjate; 
prepares  and  maintains  register  cards  listing  all  pertinent  information 
regarding  legal  processes  and  claims. 

2.  Prepares,  posts  and  issues  release  of  wages  and/or  personal 
property;  processes  and  checks  overpayments  of  property  under  attachment. 

3.  Examines  all  checks  to  be  mailed  for  correctness  and  comparison, 
against  respective  writs;  returns  excess  fees  and  applies  prescribed  fee 
deposits;  returns  writs  to  court  of  origin. 

h.     Waits  on  counter  providing  information  and  processing  papers  for 
attorneys  and  the  general  public;  answers  phone  inquiries  regarding  general 
information  on  specific  cases;  answers  the  more  routine  correspondence; 
performs  a  variety  of  clerical  tasks  relative  to  the  preparation,  filing 
and  maintenance  of  forms  and  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  three  years  of  increasingly  responsible  clerical  work,  including 
one  year  of  processing  of  legal  papers  and  forms;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   modern 
office  practices  and  techniques;  clerical  procedures  involved  in  the  pro- 
cessing of  legal  papers. 

Requires  ability  to:   interpret  legal  codes  pertaining  to  the  opera- 
tions of  the  assigned  office;  prepare  and  maintain  important  operational 
records;  perform  simple  typing. 

PROMOTIVE  LINES: 

To:   Senior  Legal  Process  Clerk 

From:   Clerk 

Clerk-Typist 


CLASS  TITLE:   SENIOR  LEGAL  PROCESS  CLERK  CODE:   8108 

CHARACTERISTICS  OF  THE  CIASS: 

Under  direction,  performs  specialized  clerical  duties  requiring 
a  thorough  knowledge  of  legal  procedures  and  requirements  relating 
to  the  department  concerned;  processes  legal  actions  for  court  dis- 
position; and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  exist- 
ing policy  and  methods  of  the  department  concerned;  makes  responsible 
contacts  with  attorneys,  litigants  and  the  general  public;  processing 
legal  actions  and  recording  pertinent  information „ 

EXAMPLES  OF  DUTIES: 

1.  Processes  all  small  claim  suits  filed  by  the  bureau  of  de- 
linquent revenue;  files  suit  in  small  claims  court  in  order  to  effec- 
tuate collections;  phones  or  makes  written  demands  on  delinquent 
accounts  received  from  various  city  departments  and  institutions; 
presents  witnesses,  statements  and  evidences  sufficient  to  convince 
the  court  that  judgment  should  be  awarded  to  the  city;  files  writs 

of  execution  to  levy  on  assets  of  persons  against  whom  a  judgment  has 
been  rendered. 

2.  Receives  and  screens  all  processes  issued  by  court  for  action 
by  the  sheriff's  office  and  collects  fees  for  prescribed  services; 
accepts  bonds  to  release  property  levied  upon  by  the  sheriff;  signs 
releases  on  real  property  and  salary  attachments;  accounts  for  monies 
received  by  sheriff  from  defendants  and  attorneys;  answers  inquiries 
regarding  legal  attachments,  evictions,  writs  of  execution  and  funds 
in  process  of  transmission, 

3.  Assists  the  district  attorney's  deputies  in  the  processing 
of  cases  involving  juveniles;  interviews  witnesses  and  records  their 
statements;  prepares  formal  complaints  and  related  reports;  maintains 
calendar  and  dockets  of  court  hearings  on  juvenile  cases. 

h.     Processes  law  suits  filed  against  the  city;  files  legal 
papers  in  superior  and  municipal  courts;  maintins  daily  and  weekly 
diary  and  notifies  city  attorney's  deputies  of  pleadings,  appearance, 
depositions  and  other  pertinent  legal  actions, 

5.   Processes  for  the  district  attorney's  office  documents  and 
records  such  as  hold  orders,  indictments,  writs  of  habeas  corpus  and 
certifications  regarding  sanity  or  sex  psychopathy;  indexes  prior 
convictions  for  felonies  using  criminal  identification  and  inves- 
tigation records;  records  a  variety  of  transactions  relating  to  the 
operations  of  the  district  attorney's  office. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  five  years  of  increasingly  responsible  clerical  ex- 
perience involving  the  explanation  of  legal  procedures  and  code  re- 
quirements and  processing  of  legal  documents  and  records;  or  an  equi- 
valent combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  LEGAL  PROCESS  CLERK  CODE:    8108 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   applicable  statutory  laws;  modern  office  practices  and  tech- 
niques . 

Requires  ability  to:   independently  process  specialized  and  com- 
plex operational  records;  interpret  laws,  regulations  and  procedures 
appropriate  to  the  completion  and  filing  of  legal  documents;  exercise 
unusually  good  judgment  in  evaluating  situations  and  making  decisions; 
perform  simple  typing. 

Requires  skill  in:   the  operation  of  applicable  office  equipment; 
the  performance  of  complex  clerical  duties. 

PROMOTIVE  LINES: 

To:  Court  Clerk 

From:   Legal  Process  Clerk 


CLASS  TITLEs  ASSISTANT  COURT  CLERK  CODE:   8110 

CHARACTERISTICS  OF  THE  CLASS 2 

Under  general  supervision,  performs  detailed  and  responsible 
clerical  work  in  processing  legal  documents  and  records  for  superior 
court  activities;  prepares  court  calendars;  may  serve  as  courtroom 
clerk;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  exist- 
ing methods  and  procedures  relating  to  bhe  processing  and  filing  of 
legal  forms  and  records;  making  regular  contacts  with  attorneys  and 
the  general  public  requesting  services  and  information  from  the  depart- 
ment; preparing,  maintaining  and  filing  the  various  documents  received 
by  the  department. 

EXAMPLES  OF  DUTIES; 

1.  Accepts  for  filing  in  the  records  of  the  superior  court,  papers, 
documents  and  judgments  which  are  acceptable  under  state  laws  and  rules 
of  the  court;  reviews  papers  prior  to  indexing  to  determine  that  they 
contain  the  pertinent  information  and  to  compute  the  required  fees  for 
processing. 

2.  Issues  a  variety  of  writs  and  subpoenas  required  in  legal  pro- 
ceedings; certifies  and  issues  copies  of  superior  court  records; 
prepares  and  issues  abstracts  of  judgments, 

3.  Enters  all  civil  cases  such  as  divorces,  damage  suits  and 
miscellaneous  cases  in  register  of  actions. 

h.      Files,  indexes  and  enters  in  the  register  of  actions  proceed- 
ings of  the  criminal  court;  accepts  bail;  issues  releases  for  prisoners; 
maintains  a  ledger  account  and  an  index  of  deposits,  withdrawals  and 
bail  forfeited;  receives,  indexes  and  maintains  records  of  exhibits 
submitted  in  criminal  cases. 

5.  Files,  stamps  and  sets  hearing  dates  for  probate  petitions; 
prepares  or  assists  in  the  preparation  of  court  calendars;  as  assigned, 
performs  the  duties  of  a  court  clerk,  including  the  drawing  of  the  jury, 
swearing  in  jurors,  witnesses  and  defendants  and  recording  minutes  of 
the  court, 

6.  Answers  telephone  and  routine  written  inquiries  and  assists  the 
public  at  the  counter;  searches  records,  indexes,  registers  and  files  to 
provide  information  on  cases,  trial  dates,  depositions  and  other  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  three  years  of  increasingly  responsible  clerical  experience, 
preferably  in  the  legal  field;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   modern 
office  practices  and  techniques;  court  procedures  and  processes. 


CLASS  TITLE:   ASSISTANT  COURT  CLERK  CODE:   8110 

( Continued) 

Requires  ability  to:   follow  complex  written  and  oral  instructions: 
keep  operating  records  and  reports;  work  effectively  with  legal  repre- 
sentatives and  the  general  public;  perform  simple  typing. 

PROMOTIVE  LINES: 

To:  Senior  Legal  Process  Clerk 
Court  Clerk 

From:   Clerk 

Clerk-Typist 


CUSS  TITLE:   COURT  CLERK  CODE:   8112 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  keeping  of  civil  and 
criminal  court  records;  the  processing  of  legal  documents  and  materials 
for  superior  court  activities;  the  scheduling  of  cases  to  come  before 
the  court;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  explaining  and  carrying 
out  methods  and  procedures  relating  tc  the  clerical  activities  of  the 
court;  making  continuous  contacts  with  judges,  attorneys,  litigants  and 
the  general  public  in  connection  with  court  activities;  preparing,  main- 
taining and  processing  detailed  records,  reports  and  other  material 
relating  to  court  activities, 

EXAMPLES  OF  DUTIES: 

1.  Prepares  judge's  and  clerk's  daily  calendars  with  pleadings, 
depositions,  and  other  necessary  papers  prior  to  the  hearing  of  cases. 

2.  Conducts  drawing  of  juries  and  swears  in  members;  collects 
jury  fees  and  arranges  for  juror's  pay;  obtains  jury  instructions 
requested  by  counsel  for  court  to  accept  or  reject;  swears  in  witnesses; 
takes  charge  of,  marks  and  arranges  exhibits  for  display;  prepares  ver- 
dicts of  civil  and  mental  trials  for  court  and  counsel  approval;  remains 
in  attendance  during  jury  deliberation;  polls  jury;  makes  necessary 
entries  in  register  of  actions  after  a  verdict  has  been  rendered. 

3.  Accepts  for  filing  in  the  records  of  the  superior  court,  papers, 
documents  and  judgments  which  are  acceptable  under  state  laws  and  rules 
of  the  court;  reviews  papers  prior  to  indexing  to  determine  that  they 
contain  the  pertinent  information  and  to  compute  the  required  fees  for 
processing. 

li.  Files,  indexes  and  enters  in  the  register  of  actions  proceed- 
ings of  the  criminal  court;  accepts  bail;  issues  releases  for  prisoners; 
maintains  a  ledger  account  and  an  index  of  deposits,  withdrawals  and 
bail  forfeited;  receives,  indexes  and  maintains  records  of  exhibits  sub- 
mitted in  criminal  cases, 

5.  Assists  judge  of  assigned  court  by  screening  visitors  and  pre- 
paring various  documents;  advises  judge  as  to  the  legal  time  limit  for 
ruling  on  submitted  matters;  maintains,  for  safekeeping,  exhibits  pre- 
sented in  court;  makes  entries  in  official  records  and  prepares  and  mails 
notice  on  court  activities, 

6.  Issues  a  variety  of  writs  and  subpoenas  required  in  legal  pro- 
ceedings; certifies  and  issues  copies  cf  superior  court  records;  prepares 
and  issues  abstracts  of  judgments;  enters  all  civil  cases  such  as  divorces, 
damage  suits  and  miscellaneous  cases  in  register  cf  actions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  five  years  of  responsible  clerical  experience,  including 
two  years  of  experience  in  legal  or  court  work;  or  an  equivalent  combina- 
tion of  training  and  experience. 


CLASS  TITLE:   COURT  CLERK  (Continued)  CODE:   8112 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   court 
procedures  and  practices;  departmental  rules  and  regulations]  modern 
office  practices  and  techniques. 

Requires  ability  to:   accurately  record  court  proceedings  in  a 
legible  handwriting;  exercise  good  judgment  in  evaluating  situations  and 
making  decisions;  maintain  confidential  court  records  and  prepare  pre- 
scribed reports;  maintain  neatness  in  appearance  and  demonstrate  courtesy 
and  tact  in  courtroom  contacts. 

PEOMOTIVE  LINES: 

To:   Senior  Court  Clerk 

From:   Principal  Clerk 

Senior  Legal  Process  Clerk 


CLASS  TITLE:   SENIOR  COURT  CLERK  CODE:   8llU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  responsible  clerical  activities  in  a 
major  division  of  the  county  clerk's  office;  or  performs  specialized 
and  technical  duties  as  'clerk  of  the  pre-trial  court,  clerk  of  the  probate 
court  or  clerk  of  the  presiding  judge;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing existing  policies  and  procedures  of  the  assigned  unit;  making  res- 
ponsible contacts  with  judges,  attorneys,  litigants  and  others  involved 
in  legal  actions;  supervising  the  processing,  recording  and  filing  of 
court  papers  and  activities. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  assigns  and  supervises  the  clerical  activities  of  a 
major  division  of  the  county  clerk's  office. 

2.  Instructs  and  assists  subordinates  in  the  proper  methods  and 
procedures  of  inspecting,  indexing  and  filing  documents  submitted  for 
processing;  issues  the  more  complex  documents  of  the  superior  court. 

3.  Keeps  current  with  any  amendments  to  existing  laws  as  regards 
procedures  and  advises  subordinates  of  such  changes. 

U.  Answers  inquiries  regarding  the  records  and  procedures  of  the 
office  from  attorneys,  state  and  county  officials  and  private  citizens. 

f>.  Screens  incoming  correspondence  and  personally  answers  those 
requiring  a  detailed  knowledge  of  the  laws  pertaining  to  the  division. 

6.  Checks  and  certifies  and  forwards  to  proper  authorities  commit- 
ments to  various  local  and  state  institutions. 

7.  Maintains  detailed  records  of  the  activities  of  the  assigned 
division  and  prepares  periodic  and  special  reports  as  required. 

8.  Serves  as  clerk  of  the  presiding  judge  and  maintains  calendars 
on  all  special  court  actions;  assists  in  the  impanelment  of  the  grand 
jury  and  receives  indictments  returned  by  them;  checks  and  processes 
orders  presented  to  the  presiding  judge;  inspects  attachments,  suits 
and  extradition  papers  for  compliance  with  prescribed  procedures;  main- 
tains index  of  all  new  civil  actions. 

9.  Serves  as  clerk  of  the  pre-trial  court;  receives  files  on  contested 
cases  and  prepares  pre-trial  calendar;  sets  each  case  for  hearing;  makes 
minute  entries  of  all  motions  and  dismissals  relating  to  pre-trial  and 
trial  calendar  and  related  documents;  makes  necessary  minute  entries  during 
all  pre-trial  hearings;  prepares  and  forwards  monthly  statistical  reports 
showing  the  disposition  of  cases  by  the  superior  court  judges;  repre- 
sents the  court  at  state  judicial  committee  meetings  concerned  with  the 
compilation  and  reporting  of  judicial  statistics. 

10.  Serves  as  clerk  of  the  probate  court;  prepares  probate  court 
calendars  obtaining  original  wills  and  designating  certain  proceedings 


CLASS  TITLE:   SENIOR  COURT  CLERK  CODE:   8lll| 

(continued  ) 

tha  t  require  calling  at  a  special  time;  calls  court  calendar,  swears  in 
witnesses,  takes  charge  of  exhibits  and  enters  all  orders  of  the  .ourt 
in  the  minutes;  receives  requests  relative  to  continuances  and  exercises 
discretionary  power  to  approve  or  disapprove  requests;  maintains  daily 
and  monthly  records  of  the  court's  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supp- 
lemented by  seven  years  of  increasingly  responsible  and  varied  court  clerk 
experience,  including  two  years  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   a  wide  isriety  of  legal  documents  involved  in  civil,  probate,  criminal 
and  juvenile  court  documents  and  the  proper  procedures  for  processing 
them;  assign  and  supervise  employees  engaged  in  responsible  and  technical 
clerical  duties;  independently  prepare  detailed,  complex  and  confidential 
reports  relating  to  court  and  other  activities. 

PROMOTIVE  LINES: 

To:  Assistant  County  Clerk 

From:   Court  Clerk 


CLASS  TITLE:   LEGISLATIVE  CLERK  CODE:   8ll8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  specialized  clerical  work  in- 
volving the  processing  of  proposed  legislation  for  action  by  the  beard 
of  supervisors;  and  perforins  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
methods  and  procedures  relative  to  the  initiation  of  proposed  legis"  -ttions; 
making  regular  contacts  with  city  departments  and  outside  individuals  to 
obtain  and  furnish  information  en  specialized  legislative  matters;  collect- 
ing and  reviewing  technical  legislative  documents  for  completeness  and 
accuracy. 

EXAMPLES  OF  DUTIES: 

1.  Receives  and  screens  proposed  legislation  submit'  5d  to  the 
board  office  for  completeness,  form,  content  and  attachmen&s;  registe  .? 
and  assigns  file  numbers  to  such  documents;  types  and  sets  up  appropriate 
files:  routes  proposed  legislation  to  appropriate  committee. 

2.  Types  summaries  of  proposed  legislations  for  appropriate 
calendars . 

3.  Contacts  departments  and  other  sources  when  required  attachments 
are  missing  from  proposals  and  assures  such  attachments  are  submitted. 

U.  Posts  from  mayor's  letters  and  meeting  calendars  all  actions 
taken  at  regular  board  meetings;  posts  to  history  cards  all  actions 
taken  en  pending  legislation  by  the  various  committees. 

5.  Communicates  with  various  departments  and  others  regarding 
amendments  or  changes  in  legislation  which  they  have  sponsored. 

?.   Provides  information  to  departments  and  the  general  public 
rega  -ding  the  status  of  legislation;  performs  typing  and  stenographicc 
duties  as  required  by  members  of  the  board. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  three  years  of  progressively  responsible  clerical 
and  stenographic  experience,  preferably  in  the  legal  or  a  closely 
related  field;  or  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills r   Requires  good  knowledge  of:  the 
documents  and  processes  of  the  beard  of  supervisors  and  its  committees; 
the  laws  and  regulations  relating  to  board  processes;  clerical  techniques 
and  methods . 

Requires  ability  to:   deal  effectively  and  courteously  with  city 
officials  and  the  general  public;  write  clearly  and  effectively. 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  50 
net  words  per  minute  and  100  words  per  minute,  respectively. 

PROMOTIVE  LINES: 

To,-   Senior  Legislative  Clerk 

From:   Clerk-Stenographer 


GLASS  TITLE:   SENIOR  LEGISLATIVE  CLERK  CODE:   8120 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  and  personally  par- 
ticipating in  specialized  clerical  work  relative  to  processing  legisla- 
tive matters  of  the  board  of  supervisors;  and  performs  related  duties  as 
required . 

Requires  responsibility  for:   carrying  out  and  enforcing  existing 
rules,  regulations  and  statutes  governing  the  processing  of  legislation 
through  the  board;  making  regular  contacts  with  other  departmental 
personnel,  outside  organizations  and  the  general  public  in  connection 
with  the  processing  of  legislative  matters;  preparing,  reviewing  and 
publishing  important  legislative  documents  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Develops  format  of  the  calendar  of  matters  for  meetings  of  the 
board  and  supervises  its  final  preparation . 

2.  Attends  meetings  of  the  board  and  prepares  condensed  reports 
of  proceedings;  enters  notes  on  legislative  matters. 

3.  Prepares  the  journal  of  proceedings  of  the  board;  forwards 
journal  to  appropriate  officials  as  required  by  law. 

h.      Reviews  incoming  legislative  matters  and  determines  disposition 
of  same. 

5.  Supervises  the  indexing  and  filing  of  all  legislation  and  the 
recording  of  all  related  board  actions. 

6.  Supervises  the  publication  of  legislation  and  its  distribution 
to  appropriate  officials,  departments  and  agencies. 

7.  Provides  information  to  city  officials,  outside  agencies  and  the 
general  public  in  legislative  matters  pending  before  the  board. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  six  years  of  progressively  responsible  clerical  and 
office  experience,  preferably  in  the  legal  or  a  closely  related  field  and 
including  two  years  of  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  documents  and  processes  of  the  board  of  supervisors  and  its 
committees;  all  laws  and  regulations  relating  to  board  processes;  clerical 
and  office  techniques  and  processes. 

Requires  considerable  ability  to:   plan  and  supervise  clerical  activ- 
ities related  to  the  processing  of  legislation;  deal  effectively  and 
courteously  with  city  officials,  representatives  of  outside  organizations 
and  the  general  public;  write  clearly  and  effectively. 


CLASS  TITLE:   SENIOR  LEGISLATIVE  CLERK  CODE:   8120 

(Continued) 

PROMOTIVE  LINES: 

To:  Chief  Assistant  Clerk,  Board  of  Supervisors 

From:  Legislative  Clerk 

Assistant  Clerk,  Board  of  Supervisors 


CLASS  TITLE:   ASSISTANT  CHIEF  DEPUTY  SHERIFF   (CIVIL)       CODE  8l2li 
CtLARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  and  assists  in  supervising  responsible 
and  complex  clerical  work  of  a  legal  nature  in  the  civil  division  of 
the  sheriff's  office;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforc- 
ing existing  methods  and  procedares  relating  to  operations  of  the  civil 
division;  making  frequent  contac  ;s  with  attorneys  and  others  having 
dealings  with  the  civil  division;  supervising  the  processing  and 
maintenance  of  detailed  records  and  papers  of  a  legal  nature. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  service  of  attachments, summons, 
executions,  claim  delivery,  orders  of  arrest,  subpoenas,  orders  to  show 
cause  ind  orders  of  examination. 

2.  Communicates  with  the  department  of  motor  vehicles  to  as- 
certain the  true  ownership  of  automobiles  under  levy  after  seizure. 

3o  Notifies  concerned  parties  in  order  that  claims  can  be  filed 
and  demands  made  in  accord  with  applicable  sections  of  existing  codes . 
Supervises  office  staff  in  the  preparation  of  registry  cards, 
answers  to  garnishments,  index  cards  and  releases,  supervises  the 
postings  of  returns  of  levies  and  writs  to  court. 

5.   Supervises  court  bailiffs  assigned  to  the  city  hall  division, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience.   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsible  clerical 
experience  involving  the  handling  and  processing  of  legal  documents, 
including  two  years  of  supervisory  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills-,  Requires  consider;.  \Le  knowledge  of: 
the  laws  and  ordinances  pertaining  to  the  operations  of  t,ne  civil  division 
of  the  sheriff's  office;  office  management  and  procedures. 

Requires  ability  to:   assign,  inspect  and  supervise  the  work  of 
subordinates;  meet  and  deal  tactf Lily  with  the  public  and  legal  representa- 
tives. 

PROMOTIVE  LINES: 

To:   Chief  Deputy  Sheriff  (Civil) 

From:   Court  Clerk 

Senior  Deputy  Sheriff 
Senior  Legal  Process  Clerk 


CUSS  TITLE:   CHIEF  DEPUTY  SHERIFF  (CIVIL)  CODE:   8126 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  administrative  direction,  performs  difficult  and 
involved  administrative  duties  in  the  direction  of  the  activities  of 
the  civil  division  of  the  sheriff's  office;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  policy  execution  and  interpretation 
according  to  generalized  instructions  and  in  conformity  with  pertinent 
legal  provisions;  the  custody  and  disbursement  of  large  sums  of  money, 
bonds  and  valuables  deposited  with  the  sheriff;  making  continuous  contacts 
with  attorneys  and  others  having  business  with  the  civil  division; 
directing  the  preparation  and  maintenance  of  detailed  departmental  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  work  of  all  personnel  of  the 
civil  division. 

2.  Makes  decisions  on  procedure  based  on  the  knowledge  of  legal 
provisions  relating  to  the  activities  of  the  civil  division;  interprets 
policy  and  advises  staff  on  matters  pertinent  to  the  operations  cf  the 
division. 

3.  Is  responsible  for  the  custody  of  various  types  of  property  or 
monies  on  deposit  with  the  sheriff;  directs  the  disbursement  of  such 
property  or  monies;  formulates  and  improves  procedures  for  carrying  out 
the  work  of  the  division  including  the  organization  of  the  work  force, 
assignment  of  personnel  and  maintenance  of  records;  supervises  the  proper 
service  of  legal  processes;  makes  decisions  on,  and  explains  complex  or 
special  assignments  to  subordinates. 

U.   Confers  with  and  informs  attorneys  and  others  regarding  legal 
procedures  and  civil  actions  in  which  the  sheriff ;s  office  is  involved; 
estimates  amount  of  bond  required  for  release  of  attached  property. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  eight  years  of  progressively  responsible  clerical  and 
office  experience  involving  the  handling  and  processing  of  legal  documents 
and  papers,  including  four  years  of  responsible  supervisory  and  adminis- 
trative experience;  or  an  equivalent  combination  of  training  and  experience, 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   existing  codes,  ordinances,  laws  and  regulations  relating  to  the 
operation  of  the  sheriff's  office,  and  especially  those  which  pertain  to 
the  civil  division;  modern  office  management  and  procedures. 

Requires  considerable  ability  to:   supervise  and  instruct  subordi- 
nates and  coordinate  their  activities;  explain  departmental  policies  and 
pertinent  laws  to  interested  parties;  promote  good  public  relations. 


CLASS  TITLE:   CHIEF  DEPUTY  SHERIFF  (CIVIL)   (continued)     CODE:   8l26 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:  Assistant  Chief  Deputy  Sheriff  (Civil) 
Senior  Court  Clerk 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT,  CODE:   8130 

DISTRICT  ATTORNEY'S  OFFICE 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  perforins  responsible  admini- 
strative duties  in  supervising  budgetary,  payroll,  clerical,  purchasing 
and  other  specialized  activities  of  the  district  attorney's  office; 
supervises  the  maintenance  and  custody  of  important  investigative  and 
other  records  and  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing existing  policy,  methods  and  procedures  related  to  general  office 
activities  of  the  district  attorney's  office  and  assists  in  developing 
and  installing  new  office  methods  and  procedures;  making  regular  respon- 
sible contacts  with  other  departmental  personnel,  outside  agencies  and 
organizations  and  the  general  public  in  connection  with  various  depart- 
mental operations;  preparing,  checking  and  reviewing  important  personnel, 
financial,  investigative  and  other  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  assigns  and  reviews  the  work  of  a  clerical  staff 
engaged  in  general  office  activities:  evaluates  new  or  'improved  systems 
and  office  procedures  and  makes  recommendations  thereon:  installs  new 
procedures  when  approved. 

2.  Assists  in  directing  the  activities  of  investigators  and 
domestic  relations  personnel  and  advises  them  on  policies  and  procedures; 
reviews  investigator's  correspondence  and  case  reports  and  makes  periodic 
checks  of  all  aid  to  needy  children  cases:  approves  various  actions  to  be 
taken  on  aid  to  needy  children  and  family  cases. 

3.  Approves  the  purchases  of  equipment  and  supplies;  checks  and 
approves  accuracy  of  expenditures  from  special  funds. 

k.      Reviews  budget  requests  for  new  equipment,  additional  personnel 
and  other  requests  with  superiors:  supervises  and  assists  in  the  prepa- 
ration of  the  annual  budget  and  the  annual  report. 

5.   Attends  meetings  of  the  board  of  supervisors  to  establish 
budget  requests. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  accounting  or  a  closely  related  field. 

Requires  at  least  five  years  of  responsible  supervisory  administra- 
tive and  office  management  experience,  involving  budgetary,  financial 
and  personnel  administrative  duties:  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   ADMINISTRATIVE  ASSISTANT,  CODE:   8130 

DISTRICT  ATTORNEY'S  OFFICE  (Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   governmental  accounting  and  budgetary  procedures;  modern  office 
procedures  and  personnel  management;  investigative  techniques,  rules  of 
evidence,  legal  forms  and  legal  processes. 

Requires  considerable  ability  to:   supervise,  train  and  evaluate 
the  work  of  a  group  of  subordinates  engaged  in  general  office  activities: 
gather  and  analyze  facts  and  interpret  and  apply  laws  to  specific  situ- 
ations; speak  and  write  effectively;  deal  courteously,  tactfully  and 
effectively  with  subordinates  and  others. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promote  on 

From:  Chief  Clerk 


CLASS  TITLE:   CONFIDENTIAL  CRIME  REPORTER  CODE:   8131; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  confidential  secretarial  and 
investigative  work  in  connection  with  the  activities  of  the  district 
attorney's  office;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  making  occasional  confidential  con- 
tact with  various  responsible  persons  in  connection  with  assignments 
from  the  district  attorney;  preparing  and  maintaining  highly  confidential 
records  and  reports  of  criminal  investigations. 

EXAMPLES  OF  DUTIES: 

1.  Takes  verbatim  statements  and  testimony  from  witnesses  and  sus- 
pected offenders  at  the  scene  of  crimes  and  other  places. 

2.  Takes  verbatim  shorthand  notes  of  tape  recorded  statements  and 
transcribes  same. 

3.  Performs  a  wide  variety  of  confidential  investigations  as  may 
be  assigned  by  the  district  attorney. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  five  years  of  responsible  stenographic  and  secre- 
tarial experience,  preferably  in  the  legal  field;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  modern  office  procedures,  techniques  and  equipment;  the  activities 
of  the  district  attorney's  office  and  of  related  laws  and  ordinances. 

Requires  ability  to:   exercise  unusually  good  judgment  in  the 
handling  and  processing  of  highly  confidential  information;  maintain 
highly  confidential  records  and  prepare  reports  from  such  records. 

Requires  sufficient  skill  in  "yping  and  shorthand  to  complete  50 
net  words  per  minute  and  150  words  per  minute  respec  ively. 


PROMOTIVE  LINES: 

To:   Senior  Confidential  Crime  Reporter 
From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  CONFIDENTIAL  CRIME  REPORTER  CODE:   8136 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  performs  confidential 
secretarial  and  investigative  work  in  connection  with  the  activities 
of  the  district  attorney's  office;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   making  occasional  confidential 
contact  with  various  responsible  persons  in  connection  with  assign- 
ments from  the  district  attorney;  preparing  and  maintaining  highly 
confidential  records  and  reports  of  criminal  investigations. 

EXAMPLES  OF  DUTIES: 

1.  Takes  verbatim  statements  and  testimony  from  witnesses  and 
suspected  offenders  at  the  scene  of  crimes  and  other  places. 

2.  Takes  verbatim  shorthand  notes  of  tape-recorded  statements 
and  transcribes  same. 

3.  Performs  a  wide  variety  of  confidential  investigations  as 
may  be  assigned  by  the  district  attorney. 

h~      Plans,  assigns  and  supervises  the  work  of  assigned  legal 
stenographers  and  crime  reporters. 

5.  Prepares  indictments  to  be  returned  by  the  grand  jury  and 
reports  concerning  such  indictments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  seven  years  of  responsible  stenographic  and 
secretarial  experience,  preferably  in  the  legal  field;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   modern  office  procedures,  techniques  and  equipment;  the  activities 
of  the  district  attorney's  office  and  of  related  laws  and  ordinances. 

Requires  ability  to:  plan,  assign  and  supervise  the  work  of  subor- 
dinate stenographic  personnel;  exercise  unusually  good  judgment  in^the 
handling  and  processing  of  highly  confidential  information;  maintain 
highly  confidential  records  and  prepare  reports  from  such  records. 

Requires  sufficient  skill  in  typing  and  shorthand  to  complete  50 
net  words  per  minute  and  1^0  words  per  minute  respectively. 

License:   Requires  possession  of  a  certificate  as  a  certified 
shorthand  reporter  as  issued  by  the  state. 


CLASS  TITLE:   SENIOR  CONFIDENTIAL  CRIME  REPORTER  CODE:   8136 

(Continued) 

PROMOTIVE  LINES: 

To:  No  Normal  Line  of  Promotion 

From:   Confidential  Crime  Reporter 
Senior  Legal  Stenographer 


CLASS  TITLE:   COURT  REPORTER  CODE:   8138 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  serves  as  official  reporter  at  coroner's 
inquests  in  taking  and  transcribing,  verbatim,  testimony  given  at  such 
inquests;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  making  occasional  responsible  contacts 
with  responsible  persons  in  connection  with  recording  activities;  prepar- 
ing and  maintaining  detailed  and  complex  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Takes,  verbatim,  testimony  at  coroner's  inquest  using  the  steno- 
type  machine  method. 

2.  Takes,  verbatim,  statements  of  witnesses  and  other  parties 
unable  to  appear  at  inquiry. 

3.  Dictates  recorded  statements  into  recording  equipment  for  later 
transcription. 

k.      Receives  and  proof  reads  all  transcribing  materials,  statements 
and  testimony,  and  assures  conformance  with  verbatim  recording. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  responsible  stenographic  and  secre- 
tarial experience  in  machine  transcription  of  verbatim  testimony  and 
statements;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   modern  office  procedures,  techniques  and  equipment:  the  activities 
of  the  coroner's  office  and  applicable  laws,  rules  and  regulations  per- 
taining to  coroner's  inquests. 

Requires  ability  to:   exercise  good  judgment  in  the  handling  and 
processing  of  information  and  data  relative  to  coroner's  inquest. 

Requires  sufficient  skill  in  typing  to  complete  $0  net  words  per 
minute  and  in  taking  verbatim  transcription  at  not  less  than  1^0  words 
per  minute  on  a  stenotype  machine. 

License:   Requires  possession  of  a  valid  certificate  as  a  certified 
shorthand  reporter. 

PROMO T WE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   PUBLIC  DEFENDER'S  INVESTIGATOR  CODE:   8U42 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  investigative  work 
in  connection  with  criminal  complaints  and  offenses  under  the  jurisdic- 
tion of  the  public  defender's  office;  assists  in  the  preparation  and 
prosecution  of  criminal  cases  in  municipal  and  superior  court;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
methods  and  procedures  relating  to  investigative  activities  of  the  public 
defender's  office:  making  responsible  contacts  with  law  enforcement 
officials,  oujtside  agencies  and  organizations,  other  departmental 
officials  and  the  general  public  in  connection  with  investigative 
activities;  gathering,  preparing  and  maintaining  important  investiga- 
tional records. 

EXAMPLES  OF  DUTIES: 

1.  Investigates  criminal  cases  coming  under  the  jurisdiction  of 
the  public  defender:  interviews  witnesses  and  takes  statements  to  obtain 
factual  Information  while  searching  for  evidence;  discusses  evidence 
and  evaluations  with  attorneys  and  preserves  evidence  for  trial. 

2.  Prepares  diagrams  of  and  photographs  of  the  scene  of  crime, 
checks  and  photographs  coroner's  records,  hospital  and  other  pertinent 
records;  testifies  in  court  on  matters  involving  investigations  conducted. 

3.  Investigates  all  mentally  ill  cases  that  come  to  trial,  visits 
patients,  members  of  families,  witnesses  and  doctors  connected  with  the 
case;  serves  subpoenas  when  required. 

k.      Prepares  monthly  and  annual  investigative  reports  and  keeps 
records  of  all  investigations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  five  years  of  responsible  law  enforcement  and 
criminal  investigative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  existing  criminal  codes  and  court  procedures:  techniques  and  pro- 
cedures of  criminal  investigation. 

Requires  considerable  ability  to:   analyze  and  evaluate  data 
collected  in  the  course  of  investigations:  handle  complex  investigative 
problems  with  tact,  resourcefulness  and  good  judgment;  keep  investigative 
records  and  make  reports  thereon. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 


CLASS  TITLE:   PUBLIC  DEFENDER'S  INVESTIGATOR  CODE:   8 11*2 

(Continued) 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   PSYCHIATRIC  INVESTIGATOR  CODF:   8llUi 

DISTRICT  ATTORNEY'S  OFFICE 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  investigation  of 
complaints  or  reports  coming  under  the  jurisdiction  of  the  district 
attorney's  office  relating  to  the  alleged  mental  illness,  alcoholism  or 
narcotic  addiction  of  individuals, •  and  performs  related  duties  as  re- 
quired. 

Requires  responsibility  for:  interpreting,  enforcing  and  explain- 
ing existing  policies  and  procedures  relating  to  the  handling  of 
psychiatric  investigations;  making  difficult  and  involved  personal  con- 
tacts with  mentally  disturbed  individuals,  responsible  medical  personnel, 
families  and  others  in  connection  with  investigation  activities;  pre- 
paring detailed  reports  of  investigations  made. 

EXAMPLES  OF  DUTIES: 

1.  Receives  and  investigates  complaints  and  reports  on  individuals 
alleged  to  be  mentally  ill  or  suffering  from  alcoholism  or  narcotic  addic- 
tion; contacts  such  individuals  and  arranges  for  psychiatric  and  medical 
examinations  where  possible. 

2.  Initiates  actions  necessary  to  assure  that  obstinate  or  unco- 
operative individuals  are  taken  into  custody  for  psychiatric  and 
medical  examinations. 

3.  Prepares,  signs  and  files  commitment  papers  in  superior  courts 
when  such  action  is  indicated  as  a  result  of  investigations  and  psychiatric 
examinations;  prepares  and  presents  written  and  verbal  reports  of  investi- 
gations made  to  medical  examiners  and  judges  of  the  superior  court. 

h.      Interviews  and  advises  persons  requesting  information  on  psychi- 
atric facilities  and  legal  procedures  relating  to  the  problems  of  mental 
illness,  alcoholism  and  narcotic  addiction;  confers  with  and  assists  the 
police  department  and  the  hospital  psychiatric  staff  in  the  apprehension, 
detention  and  legal  disposition  of  mentally  ill  persons. 

5.  Assists  in  the  preparation  of  materials,  the  location  of  wit- 
nesses, medical  records,  police  reports  and  other  pertinent  data  for  jury 
trials  arising  from  cases  of  mental  illness  or  criminal  insanity. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  graduate  study, 
with  a  master  of  arts  degree,  with  major  course  work  in  psychology. 

Requires  at  least  two  years  of  responsible  experience  in  psychiatric 
social  work  or  a  similar  field  involving  work  with  mentally  ill  persons; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  methods  and  techniques  of  interviewing  and  handling  mentally 
disturbed  persons;  existing  laws,  ordinances  and  regulations  governing 
the  handling  of  the  mentally  ill. 


CLASS  TITLE:   PSYCHIATRIC  INVESTIGATOR  CODE:   8lUU 

DISTRICT  ATTORNEY'S  OFFICE 
(Continued) 

Requires  considerable  ability  to:   exercise  good  judgment  in  the 
evaluation  of  information  regarding  mentally  ill  individuals;  personally 
deal  with  a  high  degree  of  tact  and  persuasiveness  with  the  mentally  ill; 
deal  tactfully  and  with  understanding  with  families  and  relations  of 
mentally  disturbed  persons;  prepare  accurate  and  informative  reports  on 
investigations  made. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   DISTRICT  ATTORNEY'S  INVESTIGATOR  CODE:   8H46 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  investigative  work 
in  connection  with  complainants  and  offenses  under  the  jurisdiction  of 
the  district  attorney's  office;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
methods  and  procedures  relating  to  investigative  operations  of  the 
district  attorney's  office;  making  regular  contacts  with  the  general 
public,  other  departmental  personnel  and  law  enforcement  agencies  in 
connection  with  investigative  activities;  preparing  and  maintaing  detailed 
and  important  records  and  reports  on  investigational  activities. 

EXAMPLES  OF  DUTIES: 

1.  Makes  a  variety  of  investigations  in  connection  with  fraudulent 
aid  payments. 

2.  Interviews  and  collects  information  from  complainants  on  non- 
support  cases. 

3.  Collects  and  processes  a  variety  of  information  relating  to 
investigations  from  various  law  enforcement  and  state  agencies. 

h.  Assigns  case  numbers;  compiles  and  files  all  data  and  informa- 
tion relating  to  assigned  cases. 

5.  Prepares  and  reviews  daily  case  load  for  follow-up  action; 
receives  and  interviews  complainants  and/or  defendants  in  connection  with 
various  law  infractions. 

6.  Interviews  a  wide  variety  of  business  establishments  and  indi- 
viduals in  obtaining  information  and  witnesses  for  prosecution  of  cases 
involving  fraudulent  aid  payments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
pi  emenTe^"^y—aT— I^a^TTour—y ears  of  responsible  law  enforcement  and 
investigative  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
existing  criminal  codes;  particularly  as  they  apply  to  fraudulent  aid 
and  non- support  cases;  investigative  techniques  and  methods;  the  sources 
of  information  necessary  to  investigative  activities. 

Requires  considerable  ability  to:   handle  delicate  family  and 
individual  problems  with  tact,  resourcefulness  and  good  judgment:  pre- 
pare and  maintain  detailed  case  records  and  histories;  plan  and  lay  out 
detailed  and  confidential  investigations. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license . 

PP  MOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CUSS  TITLE:   SENIOR  DISTRICT  ATTORNEY'S  INVESTIGATOR       CODE:   8H4.8 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  highly  confidential  and  responsible 
investigative  work  in  connection  with  complaints  and  offenses  under  the 
jurisdiction  of  the  district  attorney's  office;  supervises  and  reviews 
the  activities  of  subordinate  personnel  engaged  in  investigative 
activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  coordinat- 
ing policies  and  procedures  relating  to  the  investigative  activities  of 
the  office;  making  regular  and  important  confidential  contacts  with  a 
wide  variety  of  individuals  and  officials  in  connection  with  investiga- 
tive activities;  preparing  and  supervising  the  preparation  of  important 
and  detailed  confidential  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  is  responsible  for  the  work  of  subordinate 
investigators  in  the  district  attorney's  office. 

2.  Makes  a  wide  variety  of  investigations  and  assists  in  the 
preparation  and  prosecution  of  important  criminal  cases  in  the  superior 
courts  and  misdemeanor  cases  in  the  municipal  courts;  makes  investiga- 
tions and  assists  in  the  preparation  of  cases  for  presentation  to  the 
grand  jury  and  for  preliminary  hearings  in  the  municipal  courts. 

3.  Makes  extremely  sensitive  and  confidential  personal  investiga- 
tions for  the  district  attorney;  makes  investigations  and  reports  on  all 
cases  relating  to  pardons  for  hearing  in  the  superior  courts. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  responsible  law  enforcement  and 
investigative  experience;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   existing  criminal  codes  and  laws;  investigative  techniques  and 
methods;  the  sources  of  information  necessary  to  a  wide  variety  of 
investigative  activities. 

Requires  considerable  ability  to:   handle  extremely  delicate  and 
confidential  investigations  with  tact,  resourcefulness  and  good  judgment; 
prepare  and  supervise  the  preparation  and  maintenance  of  detailed 
investigative  records  and  reports;  plan  and  lay  out  detailed  and 
confidential  investigations. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   DOMESTIC  RELATIONS  COUNSELOR  CODE:   8l$0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  counseling  and  semi- 
legal work  relative  to  resolving,  or  introducing  legal  processes 
necessary"  to  resolve  a  variety  of  domestic  relations  problems;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  existing 
criminal  codes  in  connection  with  domestic  relations  problems;  regular 
contacts  with  attorneys,  law  enforcement  agencies,  various  social 
agencies  and  the  general  public;  preparing  and  maintaining  important  case 
histories  on  domestic  relations  cases. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  reviews  and  records  criminal  complaints  of  a  domestic 
relations  nature  involving  non-support  of  children,  wives,  indigent 
parents,  assault  and  battery,  disturbing  the  peace,  malicious  mischief, 
drunkenness  and  similar  domestic  relations  problems. 

2.  Reviews  such  complaints  to  determine  violation  of  the  criminal 
code. 

3.  Cites  defendants  to  appear  at  hearings  in  cases  of  criminal 
code  violations. 

k.      Issues  warrants  for  arrests  of  defendants  of  cases  when  physical 
violence  is  in  evidence. 

5.  Conducts  hearings  in  cases  involving  all  types  of  family  rela- 
tions problems  and,  where  possible,  attempts  to  effect  reconciliation  or 
agreement  between  parties  concerned. 

6.  Interprets  the  criminal  law  with  respect  to  specific  offenses 
and  advises  complainants  and  defendants  accordingly. 

7.  Makes  follow-up  review  of  certain  cases  to  determine  if  defendant 
is  complying  with  agreements. 

8.  Prepares  summary  of  cases  for  use  in  court  by  the  district 
attorney  and  advises  in  the  prosecution  of  such  cases. 

9.  Verifies  criminal  records  and  prepares  description  of  wanted 
defendants. 

10.   Maintains  detailed  records  of  complaints,  hearings,  court  action 
and  dispositions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
social  service. 

Requires  two  years  of  social  work  experience,  preferably  in  the 
field  of  domestic  relations  or  family  case  work. 


CLASS  TITLE:  DOMESTIC  RELATIONS  COUNSELOR  (Continued)      CODE:   8150 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of;  the 
penal  code  and  its  application  to  domestic  relations  problems 5  the 
social  and  environmental  factors  affecting  domestic  relations  matters; 
the  methods  and  techniques  used  in  dealing  with  such  problems. 

Requires  considerable  ability  to:   inspire  confluence  and  employ 
techniques  for  acquiring  information;  interpret  pertinent  laws  and 
regulations  relative  to  domestic  relations  problems;  exercise  unusually 
good  judgment  in  an  area  of  activities  where  procedures  are  not  standard- 
ized; meet  and  deal  with  a  variety  of  types  of  people,  many  of  whom  are 
mentally  and  emotionally  disturbed. 

PROMOTIVE  LINES: 

To:   Senior  Domestic  Relations  Counselor 

From:  Original  entrance  examination 


CLASS  TITLE:   SENIOR  DOMESTIC  RELATIONS  COUNSELOR  CODE:   8l£2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  supervising  and  person- 
ally performs  responsible  counseling  and  semi-legal  work  relative  to 
resolving^  or  introducing  legal  processes  necessary  to  resolving,  a 
variety  of  domestic  relations  problems;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting  and  enforcing  existing 
criminal  codes  in  connection  with  domestic  relations  problems;  making 
regular  contact  with  attorneys,  law  enforcement  agencies,  various  social 
agencies  and  the  general  public;  preparing  and  maintaining  important 
case  histories  on  domestic  relations  cases. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  reviews,  and  records  criminal  complaints  of  a  domestic 
relations  nature  involving  non-support  of  children,  wives,  indigent 
parents,  assault  and  battery,  disturbing  the  peace,  malicious  mischief, 
drunkenness  and  similar  domestic  relations  problems. 

2.  Reviews  such  complaints  to  determine  violation  of  the  criminal 
code. 

3.  Cites  defendants  to  appear  at  hearings  in  cases  of  criminal  code 
violations. 

h.      Issues  warrants  for  arrests  of  defendants  in  cases  where  physical 
violence  is  in  evidence. 

5-   Conducts  hearings  in  cases  involving  all  types  of  family  rela- 
tions problems  and,  where  possible 5  attempts  to  effect  reconciliation  or 
agreement  between  parties  concerned, 

6.  Interprets  the  criminal  law  with  respect  to  specific  offenses 
and  advises  complainants  and  defendants  accordingly. 

7.  Makes  follow-up  review  of  certain  cases  to  determine  if  defendant 
is  complying  with  agreements. 

8.  Prepares  summary  of  cases  for  use  in  court  by  the  district 
attorney  and  advises  in  the  prosecution  of  such  cases. 

9.  Verifies  criminal  records  and  prepares  description  of  wanted 
defendants. 

10.  Maintains  detailed  records  of  complaints,  hearings,  court 
actions  and  disposition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
social  service. 

Requires  four  years  of  social  work  experience,  preferably  in  the 
field  of  domestic  r  lations  or  family  case  work. 


CLASS  TITLE:   SENIOR  DOMESTIC  RELATIONS  COUNSELOR  CODE:   8l£2 

(Continued.) 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  penal  code  and  its  application  to  domestic  relations  problems;  the 
social  and  environmental  factors  effecting  domestic  relations  matters; 
the  methods  and  techniques  used  in  dealing  with  such  problems. 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
work  oX "subordinate  personnel;  inspire  confidence  and  employ  techniques 
for  acquiring  information;  interpret  pertinent  laws  and  regulations 
relative  to  domestic  relations  problems;  exercise  unusually  good  judgment 
in  an  area  of  activities  where  procedures  are  not  standardized;  meet  and 
deal  with  a  variety  of  types  of  people,  many  of  whom  are  mentally  and 
emotionally  disturbed. 

PROMOTIVE  LINES: 

To:  No  Normal  Line  of  Promotion 

From:   Domestic  Relations  Counselor 


CUSS  TITLE:   CLAIMS  RECORDS  SUPERVISOR  CODE:   81^6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  in  charge  of  the  maintenance  of  a 
variety  of  office  records  relating  to  personal  injuries  and  property 
damage  claims  against  the  municipal  railway;  exercises  general  super- 
vision over  a  small  group  of  employees  engaged  in  the  maintenance  of 
claims  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  rules, 
regulations,  policies  and  methods  relative  to  the  handling  and  process- 
ing of  claims  records  and  reports;  making  regular  important  contacts 
with  other  departmental  personnel  and  the  general  public  in  connection 
with  claims  records  activities;  preparing,  checking  and  reviewing 
important  detailed  financial  records  and  reports . 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties,  prepares  work  schedules  and  reviews  completed 
work  of  employees  as  to  proper  filing  of  claims  and  proper  preparation 
of  releases  for  cases  settled  by  revolving  fund  checks. 

2.  Determines  that  all  papers  on  a  case  are  in  order  and  that 
instructions  have  been  properly  carried  out;  signs  checks  and  delivers 
cases  to  superior. 

3.  Reviews  for  correctness  revolving  fund  reimbursement  requests, 
claims  register,  accident  records,  bills  to  the  excess  liability  carrier, 
insurance  billing  card  records  and  all  other  records  and  reports  of  the 
office. 

U.   Prepares  attendance  reports,  refers  correspondence  for  handling 
and  answers  correspondence  relating  to  claims;  prepares  quarterly  and 
annual  reports  of  departmental  activities. 

5.  Reconciles  monthly  tabulated  expenditures  statement  with  de- 
partmental records  and  maintains  a  claims  control  record. 

6.  Prepares  statistical  and  special  reports  as  requested  by 
superiors. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
clerical  and  office  experience  involving  the  processing  and  maintenance 
of  personal  injury  and  property  damage  claims  records  and  reports,  in- 
cluding two  years  of  supervisory  experience;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  laws  and  ordinances  related  to  personal  injury  and  property 
damage  claims;  modern  office  management  techniques  and  procedures; 
operating  policies  and  procedures,  rules- and  reguations  related  to 
claims  recordkeeping. 


CLASS  TITLE:   CLAIMS  RECORDS  SUPERVISOR  CODE:   8l£6 

(Continued) 

Requires  considerable  ability  to:  plan,  assign  and  supervise  the 
activities  of  subordinate  personnel;  deal  courteously,  effectively  and 
tactfully  with  subordinates  and  the  general  public. 

PROMOTIVE  LINES: 

To:   Chief  Clerk 

From:   Principal  Clerk 

Senior  Ace, '  .it  Clerk 


CLASS  TITLE s   CLAIMS  INVESTIGATOR  CODE:   8l£8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  investigation  of 
personal  injury  and  property  damage  claims  involving  city  vehicles  and 
utilities  installations  and  equipment;  negotiates  and  settles  such  claims 
within  prescribed  limits;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  enforcing 
established  policies  and  procedures  relative  to  the  investigation,  pro- 
cessing and  settlement  of  claims  for  or  against  the  city  and  recommends 
changes  in  such  policies  and  procedures;  making  important  personal  con- 
tacts with  other  departmental  personnel,  outside  agencies  and  organizations 
and  the  general  public  in  connection  with  the  investigation  of  accident 
claims;  gathering,  preparing,  maintaining,  checking  and  reviewing  detailed 
and  important  investigative  records  and  reports  relating  to  investigations 
made. 

EXAMPLES  OF  DUTIES: 

1.  Makes  investigations  of  all  circumstances  surrounding  personal 
injury  and  property  damage  claims;  prepares  and  compiles  detailed  reports 
of  all  such  investigations,  including  interviews  with  claimants,  doctors, 
nurses,  police  officials,  attorneys,  insurance  adjusters  and  others. 

2.  Negotiates  the  settlement  of  claims  within  prescribed  limits; 
interviews  witnesses  at  scene  of  accidents  and  secures  signed  statements 
related  thereto;  consults  with  contractors,  officials,  technical  and 
specialized  personnel,  as  necessary. 

3.  Makes  court  appearances  and  gives  testimony  relating  tc  claims; 
confers  with  city  legal  representatives  in  connection  with  trial  prepara 
tion  for  claims  involving  court  litigation;  arranges  for  the  presentation 
of  physical  documentary  evidence  for  use  at  trials;  makes  arrangement 
for  the  court  appearance  of  expert  testimony  at  trials. 

h.      Investigates  and  resolves  miscellaneous  complaints  such  as 
defective,  dangerous  and  nuisance  conditions  involving  current  or  potential 
departmental  or  private  property  damage. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  at  least  four  years  of  progressively  responsible  experience 
involving  investigation  and  processing  of  personal  injury  and  property 
damage  claims;  or  an  equivalent  combination  of  training  and  experience . 

Lnoyled^e,  Abilities  and  Skills:   Requires  good  knowledge  of: 
departmental  rules,  regulations  and  existing  laws,  orginances  and  codes 
applicable  to  personal  injury  and  property  damage  claims;  legal  termi- 
nology and  court  procedure;  utility  installations,  vehicles,  equipment, 
facilities  and  their  uses  and  operations. 


CLASS  TITLE:   CLAIMS  INVESTIGATOR  (continued)  CODE:   8l£8 

Requires  ability  to:   collect  and  analyze  information  relating  to 
accident  and  property  damage  claims  and  make  sound  recommendations  for 
their  settlement;  meet  and  deal  effectively  with  the  general  public  and 
handle  delicate  public  relations  problems  with  considerable  tact;  prepare 
accurate  and  factual  investigative  reports  and  maintain  related  records. 

license:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Claims  Adjuster 

Senior  Claims  Investigator 

From:   Transit  Service  Inspector 
District  Water  Serviceman 


CUSS  TITLE:   SENIOR  CLAIMS  INVESTIGATOR  CODE:   8l60 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  Investigation  of 
personal  injury  and  property  damage  claims  involving  city  vehicles  and 
utilities  installations  and  equipment;  negotiates  the  settlement  of 
such  claims  within  prescribed  limits;  assigns  and  supervises  the 
activities  of  subordinate  investigators  engaged  in  such  work;  and  per- 
forms related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and 
enforcing  established  policies  and  procedures  relative  to  the  investi- 
gation and  settlement  of  personal  injury  and  property  damage  claims 
for  or  against  the  city;  making  continuing  important  contacts  with  other 
departmental  personnel,  outside  agencies  and  organizations  and  the 
general  public  relative  to  the  investigation  and  settlement  of  claims; 
preparing,  checking  and  reviewing  detailed  and  important  investigative 
reports  and  records  in  connection  with  investigative  activities. 

EXAMFLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  work  of  subordinate  investi- 
gators; reviews  accident  reports  to  assure  that  all  witnesses  have  been 
interviewed  and  all  phases  of  investigation  have  been  properly  completed; 
personally  negotiates  the  settlement  of  involved  claims  within  prescribed 
limits. 

2.  Prepares  and  compiles  detailed  reports  of:  all  investigations 
made;  prepares  legal  documents  for  the  approval  of  management  and  city 
legal  personnel  in  connection  with  the  settlement  of  damage  claims. 

3.  Confers  with  attorneys,  doctors 5  insurance  adjustors  and  other 
qualified  experts  in  obtaining  specialized  professional  or  technical 
reports  for  use  in  settling  claims;  negotiates  with  attorneys  and  others 
in  effecting  settlement  of  claims  and  determining  the  extent  of  liabil- 
ity; may  call  upon  the  services  of  professional  or  technical  personnel 
to  aid  in  investigation  of  claims. 

U.   Investigates  miscellaneous  complaints  involving  existent  or 
potential  property  damage  involving  departmental  property. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
personal  injury  and  property  damage  claims  investigating  experience, 
including  two  years  of  responsible  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   departmental  rules,  regulations  and  existing  laws,  ordinances  and 
codes  applicable  to  personal  injury  and  property  damage  claims  pro- 
cessing; legal  terminology  and  court  procedure;  utility  installations, 
vehicles,  equipment,  facilities  and  their  uses. 


CLASS  TITLE:   SENIOR  CLAIMS  INVESTIGATOR   (Continued)       CODE:   8l60 

Requires  considerable  ability  to:   collect  and  analyze  information 
relating  to  accident  and  property  damage  claims  and  make  sound  recom- 
mendations for  their  settlement;  meet  and  deal  effectively  with  the 
general  public  and  handle  delicate  public  relations  problems  with  con- 
siderable tact;  prepare  accurate  and  factual  investigative  reports  and 
maintain  related  records. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   General  Claims  Agent 
Assistant  Claims  Agent 

From:   Claims  Adjuster 

Claims  Investigator 


CLASS  TITLE:   CLAIMS  ADJUSTER  CODE:   8162 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  has  responsibility  for  adjusting  personal 
injury  and  property  damage  claims  arising  out  of  the  operation  of  munici- 
pal transit  equipment;  makes  investigations  of  circumstances  surrounding 
accidents;  assists  in  preparation  of  cases  for  trail:  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  existing 
policies  and  procedures  relating  to  the  review  and  adjustment  of  claims; 
making  responsible  personal  contacts  in  connection  with  claim  adjusting 
activities;  preparing  and  reviewing  detailed  records  and  reports  of  acci- 
dent claims  and  investigations, 

EXAMPLES  OF  DUTIES: 

1.  Reviews  files  on  personal  injury  cases  and  negotiates  settlement 
with  claimants,  attorneys,  brokers  and  insurance  representatives. 

2.  Interviews  and  obtains  statements  from  witnesses  and  claimants. 

3.  Recommends  the  payment  or  denial  of  claims  and  follows  through 
on  cases  according  to  procedure  indicated. 

U.      Reviews  property  damage  cases  with  investigators  in  regard  to 
details  of  the  particular  case. 

5.  Corresponds  and  confers  with  claimants,  attorneys  of  record  and 
witnesses,  as  required. 

6.  May  discuss  with  insurance  company  representatives  the  matter 
of  liability  involving  their  assured  and  equipment  of  the  railway  invol- 
ving a  third  party. 

7.  Compiles  evidence  by  interviewing  operators,  inspectors  and 
witnesses;  may  request  police  reports  and  diagrams  for  the  purpose  of 
properly  adjusting  claims. 

8.  Prepares  investigators'  report,  affidavits,  releases  and 
obtains  damage  and  witness  statements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  responsible  personal  injury  and 
property  damage  claims  investigation  experience;  or  an  equivalent  com- 
bination of  training  and  experience; 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
pertinent  laws,  codes  and  ordinances  dealing  with  claims  against  the 
municipal  railway  system;  departmental  policies,  rules  and  regulations; 
modern  investigative  techniques  and  methods. 

Requires  ability  to:   analyze  claims  and  investigators'  reports 
and  determine  or  recommend  appropriate  disposition  of  such  claims;  use 
considerable  judgment  and  resourcefulness  in  evaluating  and  adjusting 
claims;  deal  tactfully,  firmly  and  courteously  with  the_ general  public, 
legal  representatives  and  other  organizations  and  agencies. 


CLASS  TITLES  CLAIMS  ADJUSTER  (Continued)  CODE:  8162 

License:  Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor's license. 

PROMOTIVE  LINES: 

To:  Senior  Claims  Investigator 

From:   Claims  Investigator 


CLASS  TITLE:   ASSISTANT  CLAIMS  AGENT  CODE:   8l63 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  directing  the  investigation 
and  settlement  of  all  personal  injury  and  property  damage  claims  in- 
volving municipal  transit  equipment;  supervises  subordinate  investi- 
gators, adjusters,  and  office  personnel  engaged  in  such  activities; 
acts  for  the  general  claims  agent  in  his  absence;  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for:   interpreting,  coordinat- 
ing and  enforcing  policies,  methods  and  procedures  relative  to  the 
settlement  of  claims;  effecting  economies  and/ or  preventing  losses 
through  efficiently  authorizing  expenditures  involving  large  amounts  of 
money  in  payment  of  accident  and  injury  claims;  making  regular  contacts 
with  the  general  public,  representatives  of  individuals  and  groups  and 
others  involving  negotiation  and  explanation  of  policies,  rules  and  re- 
gulations regarding  municipal  transit  system  claims;  checking  and  re- 
viewing important  and  detailed  technical  and  financial  claims  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  directing  the  settlement  of  property  damage  and 
personal  injuries  claims  caused  by  transit  equipment,  and  the  collec- 
tion of  claims  for  damages  to  transit  system  property,  including 
contributions  by  third  parties. 

2.  Reviews  and  evaluates  claims;  personally  negotiates  settle- 
ment of  difficult  and  complex  claims  within  prescribed  limits. 

3.  When  directed,  discusses  settlement  of  large  and  complex 
claims  with  the  city  attorney  and  other  city  officials. 

h.     When  directed,  attends  and  participates  in  weekly  executive 
and  staff  meetings,  accident  appeal  board  hearings  and  equipment  board 
hearings  and  makes  recommendations  as  to  changes  in  procedures  or  types 
of  transit  equipment. 

5.  Interprets  departmental  rules  and  regulations  to  employees 
supervised. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  seven  years  of  progressively  responsible  experience  in 
investigating  and  adjusting  personal  injury  and  property  damage  claims, 
including  at  least  three  years  of  responsible  supervisory  and  adminis- 
trative experience;  or  an  equivalent  combination  of  training  and 
experience. 

:■  Pledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   principle  and  practices  of  personal  injury  and  property  damage 
claims,  evaluation  and  settlement;  general  operating  policies  and  pro- 
cedures of  the  municipal  transit  system,  particularly  as  applied  to 
claims  activities. 


CLASS  TITLE:   ASSISTANT  CLAIMS  AGENT  (Continued)  CODE:   8l63 

Requires  ability  to:   assign  and  supervise  the  work  of  a  large 
group  of  subordinate  personnel;  conduct  investigations  and  formulate 
effective  courses  of  action;  negotiate  difficult  and  involved  claim 
settlements;  deal  courteously ^  effectively  and  tactfully  with  individuals, 
their  representatives  and  the  public. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   General  Claims  Agent 

From:   Senior  Claims  Investigator 
Claims  Adjuster 


CLASS  TITLE:   GENERAL  CLAIMS  AGENT  CODE:   8l6U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  direct- 
ing the  investigation  and  settlement  of  all  personal  injury  and  property- 
damage  claims  involving  municipal  transit  equipment;  plans,  assigns  and 
directs  the  activities  of  subordinate  investigative,  adjusting  and  of- 
fice personnel  engaged  in  such  activities;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies,  methods  and  procedures  relative  to  the  settlement  of 
claims;  achieving  considerable  economies  and/or  preventing  considerable 
losses  through  efficiently  authorizing  expenditures  involving  large 
amounts  of  money  in  payment  of  accident  and  injury  claims;  making  regu- 
lar important  contacts  with  the  general  public,  representatives  of  indi- 
viduals and  groups  and  administrative  officials  involving  difficult 
negotiations  and  the  explanation,  interpretation  and  presentation  of 
policies,  rules  and  regulations  of  the  municipal  transit  system  with  re- 
gard to  claims;  supervising  the  preparation  and  review  of  important  de- 
tailed and  complex  technical  and  financial  claims  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  settlement  of  property  damage  and  personal  injuries 
claims  caused  by  transit  equipment,  and  the  collection  for  damages  to 
railway  property  including  contributions  by  third  parties. 

2.  Reviews  and  evaluates  claims;  personally  negotiates  the  settle- 
ment of  difficult  and  complex  claims  involving  large  amounts  of  money; 
prepares  brief  of  settlement  and  recommends  settlement  to  the  public 
utilities  commission  for  approval. 

3.  Discusses  settlements  of  large  and  complex  claims  with  the  city 
attorney  and  other  appropriate  officials. 

h-      Administers  a  revolving  fund  for  payment  of  claims  falling 
within  prescribed  limits  and  bills  incurred  for  such  as  special  investi- 
gations, expert  and  other  witnesses  and  depositions. 

5.  Attends  and  participates  in  weekly  executive  staff  meetings, 
accident  appeal  board  hearings  and  equipment  board  hearings,  and  makes 
recommendations  as  to  changes  in  procedures  or  types  of  transit  equip- 
ment . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  eight  years  of  progressively  responsible  experi- 
ence in  investigating  and  adjusting  personal  injury  and  property  damage 
claims,  including  four  years  of  responsible  supervisory  and  administra- 
tive experience;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   GENERAL  CLAIMS  AGENT  (continued)  CODE:   8I6I4. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:  toe.  principles  and  practices  of  personal  injury  and  property  damage 
claims  evaluation  and  settlement;  the  general  operating  policies  and  pro- 
cedures of  the  municipal  transit  system,  particularly  as  applied  to  claims 
activities. 

Requires  considerable  ability  to:  plan,  assign  and  direct  the  acti- 
vities of  a  large  group  of  subordinate  personnel;  conduct  investigations 
and  adopt  effective  courses  of  action;  negotiate  complex  claims  settle- 
ments; deal  courteously,  effectively  and  tactfully  with  the  general  public 
and  their  representatives . 

License:   Requires  possession  of  a  valid  state  motor  vehicle  opera- 
tor's license, 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Senior  Claims  Investigator 
Assistant  Claims  Agent 


CLASS  TITLE:   COMPENSATION  CLAIMS  SUPERVISOR  CODE:   3l66 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  administers  the  provisions 
of  workmen's  compensation  benefits  to  city  employees  in  accordance  with 
pertinent  charter  and  other  legal  requirements;  supervises  the  activities 
of  a  small  clerical  staff  engaged  in  processing  compensation  claims;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and  enforc- 
ing policies,  methods  and  procedures  relating  to  processing  of  workmen's 
compensation  claims;  authorizing  or  recommending  expenditures  of  large 
amounts  of  city  funds  in  the  settlement  of  compensation  claims;  making 
regular  contacts  with  employees  of  other  departments,  representatives  of 
outside  agencies,  administrative  officials,  legislative  bodies,  and  others 
involving  compensation  claim  matters;  preparing  and  reviewing  complex  and 
technical  workmen's  compensation  records  and  related  medical  and  statis- 
tical records  and  reports . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  work  of  employees  engaged  in  handling  workmen's 
compensation  cases;  initiates  changes  in  procedures  to  comply  with 
changes  in  compensation  law;  coordinates  activities  with  other  city  and 
county  offices  with  respect  to  records  and  allocation  of  funds  for  work- 
men '  s  compensation  claims. 

2.  Supervises  the  disbursement  of  payments  for  medical  expenses, 
disability  benefits  and  workmen's  compensation  benefits;  prepares  and 
maintains  necessary  forms  for  recording  workmen's  compensation  cases  and 
related  statistical  and  financial  information. 

3.  Makes  personal  investigation  of  claims  that  are  highly  question- 
able; makes  decisions  as  to  the  handling  of  difficult  workmen's  compensa- 
tion claims;  directs  investigation  by  outside  agencies  of  compensation 
claims. 

h.     Represents  the  retirement  board  before  the  industrial  accident 
commission  in  defense  of  disputed  workmen's  compensation  claims;  keeps 
informed  of  legislative  changes  in  workmen's  compensation  laws  and  estab- 
lishes new  procedures  necessary  to  comply  with  such  changes. 

5.  Negotiates  the  settlement  of  controversial  workmen's  compensation 
claims;  negotiates  for  the  recovery  of  workmen's  compensation  claims  case 
expenses  in  subrogation  of  third  party  liability, 

6.  Arranges  special  medical  care  for  cases  of  unusual  or  very 
serious  injury;  reviews  active  workmen's  compensation  claims  and  prepares 
estimates  of  anticipated  future  costs;  supervises  preparation  of  related 
statistical  reports. 

7.  Supervises  the  medical  services  provided  workmen's  compensation 
cases  in  city  institutions;  discusses  cases  with  doctors,  lawyers, 
department  heads,  representatives  of  outside  agencies,  and  explains  and 
interprets  applicable  charter  on  legal  requirements  in  connection  there- 
with. 


CLASS  TITLE:   COMPENSATION  CLAIMS  SUPERVISOR  CODE:   8l66 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible  ex- 
perience in  examining  and  adjusting  compensation  insurance  claims, 
including  two  years  of  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   existing  codes,  charter  provisions  and  regulations  pertaining  to 
workmen  compensation  matters;  the  operations  of  the  retirement  system 
and  other  service  departments  with  respect  to  workmen's  compensation 
medical  care  and  disability  provisions. 

Requires  ability  to:  plan,  supervise  and  review  the  work  of  subor- 
dinates; prepare  clear,  accurate  and  detailed  financial,  statistical  and 
related  records  and  reports;  deal  courteously,  tactfully  and  effectively 
with  subordinates,  other  departmental  personnel,  and  outside  agencies 
and  organizations. 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:  Medical  Claims  Supervisor 

Original  Entrance  Examination 


CLASS  TITLE:   MEDICAL  CLAIMS  ASSISTANT  SUPERVISOR  CODE:   5168 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  supervising  medical  claim  processing 
activities  for  the  claims  division  of  the  health  service  system;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing policies,  methods  and  procedures  relating  to  medical  claims  proces- 
sing; making  regular  contacts  with  members,  hospitals,  doctors  and  other 
agencies   and  representatives  to  furnish  information  or  to  explain  pro- 
cedures, services  and  regulations  of  the  health  plan;  the  preparation 
and  maintenance  of  important  medical  claims  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  subordinate  personnel  in  reviewing  and  auditing 
medical  claims  submitted  in  behalf  of  members  of  the  health  service 
system;  screens,  assigns,  instructs  in,  and  reviews  such  work;  answers 
questions  on  and  interprets  regulations  regarding  medical  claim  pro- 
cessing procedures  under  the  health  service  plan. 

2.  Investigates  difficult  and  involved  claim  cases  as  assigned; 
analyzes  claims  and  prepares  reports  thereon. 

3.  Answers  inquiries  from  members  regarding  insurance  benefits  or 
disposition  of  medical  claims  and  provides  forms  and  information  neces- 
sary for  proper  processing. 

h.      Studies  involved  accident  reports  for  setting  up  subrogation 
or  sending  out  insurance  inquiries. 

5.   Checks  new  overall  listing  for  duplications  and  overpayments, 
receives  and  audits  payments  for  insurance  companies;  transmits  payment 
to  members  in  hospitals;  maintains  ledger  and  files  on  major  medical 
coverage  and  prepares  statistical  reports  thereon. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  four  years  of  responsible  clerical  experience 
involving  health,  accident,  medical  or  similar  insurance  claims  work; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
medical  terminology  and  insurance;  medical  and  accident  claim  processing 
procedures. 

Requires  ability  to  plan,  supervise  and  review  the  work  of  sub- 
ordinates; analyze  and  answer  complex  inquiries  regarding  claims;  deal 
tactfully,  courteously  and  effectively  with  subordinates  and  others; 
prepare  clear,  concise  and  accurate  reports. 

PROMOTIVE  LINES: 

To:  Medical  Claims  Supervisor 

From:   Senior  Claims  Process  Clerk 


CLASS  TITLE:   MEDICAL  CLAIMS  SUPERVISOR  CODE;   8170 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  is  responsible  for  the 
claims  section  of  the  health  service  system;  plans,  assigns  and  super- 
vises the  activities  of  subordinate  employees  engaged  in  processing 
medical  claims  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining,  interpreting  and  enforcing 
policies,  methods  and  procedures  related  to  the  audit  and  review  of  all 
medical  claims  of  members  of  the  health  service  system;  developing  and 
installing  new  procedures  in  connection  therewith;  making  regular  contact 
with  professional  persons,  hospitals,  outside  agencies  and  groups,  and 
members  of  the  health  service  system  to  exchange  information  and  to 
explain  and  interpret  services  and  regulations  related  to  payment  of 
medical  claims;  preparing,  checking  and  reviewing  important  detailed 
and  complex  medical  claims  and  related  statistical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  supervises  and  reviews  the  work  of  employees  of  the 
claims  section  of  the  heatlh  service  system;  interpets  departmental 
rules,  regulations  and  policies  to  employees;  screens  and  processes 
medical  claims  and  audits  claims  processed  by  subordinates. 

2.  Answers  inquiries  from  health  service  members  regarding  their 
claims  on  major  medical  coverage  or  on  other  disputed  claim  matters  or 
benefits;  assists  members  in  preparing  major  medical  claims  forms  by 
advising  them  of  the  type  of  evidence  required  to  submit  claims. 

3.  Prepares  correspondence  relative  to  benefits,  liability  and 
claims  insurance  subrogations. 

1|.   Reviews  medical  claims  processing  methods  and  procedures  and 
institutes  and  recommends  changes  to  improve  efficiency  of  operation. 

5>.   Discusses  medical  claims  or  medical  services  with  doctors, 
hospitals,  laboratories  and  others. 

6.  Prepares  information  releases  regarding  the  health  service 
system. 

7.  Appears  before  groups  to  explain  various  benefits  and  answer 
questions  concerning  medical  claims  activities  and  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsible  clerical 
experience  involving  health,  accident,  medical  or  similar  insurance 
claims  work,  including  two  years  of  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE;   MEDICAL  CLAIMS  SUPERVISOR  (Continued)         CODE:   8170 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  life,  group,  accident  and  health  insurance;  health,  accident 
claims,  compensation  and  disability  evaluation;  medical  terminology. 

Requires  ability  to:  prepare  clear,  concise  and  accurate  reports: 
direct  the  work  of  others;  deal  courteously,  effectively  and  tactfully 
with  a  variety  of  outside  interests  and  groups. 

PROMOTIVE  LINES: 

To;   No  normal  promotive  line 

From:  Assistant  Medical  Claims  Supervisor 


CLASS  TITLE:   JUVENILE  COURT  REFEREE  CODE:   8172 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  hears,  evaluates  and  makes 
recommendations  to  the  juvenile  court  on  juvenile  delinquence  cases;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  enfor- 
cing existing  methods  and  procedures  relating  to  the  investigation  of 
juvenile  delinquency  cases;  making  regular  responsible  contacts  with 
parents,  juveniles,  their  legal  representatives,  the  courts  and  outside 
individuals  and  organizations  involved  in  handling  juvenile  delinquency 
cases;  preparing  and  checking  important  and  detailed  written  recommenda- 
tions as  to  the  disposition  of  juvenile  cases. 

EXAMPLES  OF  DUTIES: 

1.  Hears,  weighs  and  considers  all  evidence  presented  in  juvenile 
cases  through  investigations  by  police,  probation  officers  and  others; 
prepares  and  submits  recommendations  as  to  the  disposition  or  handling 
of  juvenile  cases;  questions  parents,  juveniles  and  witnesses  relative 
to  additional  evidence  or  information  concerning  assigned  cases. 

2.  Counsels  and  admonishes  parents  and  juveniles  as  necessary; 
confers  with  probation  officers  on  the  treatment  and  needs  of  court 
wards  and  with  parents  on  behavior  problems  of  court  wards. 

3.  Preparer  cases  for  hearings  by  reading  petitions,  probation 
officers'  reports  and  records,  psychiatric  reports  and  other  written 
data  and  legal  documents. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  in  social  or  probationary  work  involving  juveniles;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   existing  laws,  ordinances  and  codes  relating  to  juvenile  delinquency 
and  related  court  practices  and  procedures;  the  behavior  patterns  and 
motivations  of  juveniles. 

Requires  considerable  ability  to:   objectively  review  evidence  and 
information  related  to  juvenile  cases  and  prepare  sound  recommendations 
thereon;  work  effectively  and  with  understanding  in  handling  juvenile 
delinquency  cases;  prepare  accurate,  concise  and  information  evaluations 
of  the  circumstances  surrounding  juvenile  cases. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE;   ATTORNEY  (CIVIL)  CODE:   817U 

(CRIMINAL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  beginning  level  professional  legal  work 
in  the  public  defender,  city  or  district  attorney's  office;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out 
existing  methods  and  procedures  relative  to  the  operations  of  assigned 
office;  making  regular  contacts  with  other  legal  personnel,  court 
officials  and  the  general  public  relative  to  assigned  legal  matters; 
preparing  and  reviewing  legal  instruments  and  papers  of  average  difficulty. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  prosecutes  or  defends  ordinary  routine  civil 
actions  involving  contracts,  personal  injury  and  damage  cases  and  other 
litigation. 

2.  Represents  the  city  in  matters  before  the  industrial  accident 
commission  involving  claims  for  workmens '  compensation  benefits;  pro- 
secutes actions  for  damages  to  city  property  and  collection  of  personal 
property  taxes. 

3.  Prepares  opinions  or  legal  actions  of  average  difficulty  and 
assists  with  more  important  and  complex  legal  matters,  including  the 
preparation  of  contracts,  leases,  deeds,  charter  amendments,  ordinances 
and  resolutions. 

k-      Hears  complaints  from  the  general  public  and  representatives 
of  the  police  department  to  determine  the  necessity  for  the  issuing  of 
citations  or  warrants;  issues  citations  and  conducts  citation  hearings 
and  determines  the  necessity  for  issuing  warrants. 

5.  Assists  in  the  preparation  of  criminal  cases  for  trial. 

6.  Prepares  daily  court  calendar  and  maintains  various  records  of 
warrants  and  citations  issued. 

7.  Provides  legal  counsel  or  advice  to  persons  charged  with  viola- 
tions of  the  criminal  code  who  are  financially  unable  to  employ  legal 
counsel . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  two  years  of  progressively  responsible 
experience  as  a  practicing  attorney;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   state  and 
municipal  codes,  laws  and  ordinances  as  applied  to  civil  or  criminal  law. 

Requires  ability  to:   speak  and  write  effectively  in  connection  with 
the  preparation  and  presentation  of  legal  matters;  deal  tactfully  and 
with  judgment  with  law  enforcement  agencies,  complainants  and  the  general 
public  in  connection  with  legal  responsibilities  of  assigned  office. 


CLASS  TITLE:   ATTORNEY  (CIVIL)  CODE:   8l?U 

(CRIMINAL)   (Continued) 

License:   Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  positions  exempt  from  examination. 


CLASS  TITLE:    TRIAL  ATTORNEY  (CIVIL)  CODE:  8176 

(CRIMINAL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  professional  legal  work  of  an  ad- 
vanced level  in  the  prosecution  or  defense  of  civil  or  criininal  cases 
for  the  public  defender,  city  or  district  attorney's  office;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  exist- 
ing methods  and  procedures  relative  to  the  prosecution  or  defense  of  ass- 
igned cases;  making  regular  contacts  with  other  legal  personnel,  court 
officials  and  the  general  public  relative  to  assigned  legal  matters; 
preparing,  checking  and  reviewing  important  legal  instruments  and  papers 
in  connection  with  assigned  cases. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  and  prosecutes  or  defends  ordinary  routine  civil  ac- 
tions in  which  the  city  is  involved,  such  action  usually  involving  prop- 
erty damage,  personal  injury  claims,  contracts  and  other  litigation;  pro- 
secutes action  for  enforcement  of  ordinances  and  abatement  of  nuisances 
in  the  superior  court;  represents  the  city  in  matters  before  the  indus- 
trial accident  commission  in  connection  with  workmens '  compensation  claims, 

2.  Prepares  briefs  on  appeals  to  the  appellate  department  of  the 
superior  court  and  to  '"other  appellate  courts;  prepares  legislation  and 
contracts  of  average  difficulty;  prepares  opinions  of  legal  questions  of 
average  difficulty;  assists  with  more  important  and  complex  legal  matters. 

3.  Defends  persons  charged  with  misdemeanors  in  court  and  jury 
trials  and  preliminary  felony  hearings  in  the  municipal  court;  interviews 
witnesses  and  defendants  in  the  preparation  of  such  cases;  handles  daily 
calendar  in  the  prosecution  or  defense  of  criminal  matters  in  the 
municipal  court. 

h.     Supervises  the  investigation  of  felonies'  prior  to -preliminary 
hearings  and  prosecutes  or  defends  at  preliminary  hearings  of  felony 
cases;  interviews  witnesses  and  law  enforcement  officers  in  connection 
with  assigned  cases;  serves  as  relief  attorney  in  the  prosecution  or 
defense  of  cases  before  the  superior  court;  prepares  and  argues  appeals 
in  appellate  division  of  the  superior  court. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law  ■ 
school,  supplemented  by  at  least  four  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  jury  trial  and 
courtroom  experience;  or  an  equivalent  combination  of  training  and  exper- 
ience. 


CUSS  TITLE:   TRIAL  ATTORNEY  (CIVIL) 

(CRIMINAL)   (Continued)       CODE:   8176 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of  state 
and  municipal  codes,  laws  and  ordinances  as  applied  to  civil  or  criminal 
law  trial  and  courtroom  procedures. 

Requires  ability  to:   speak  and  write  effectively  in  connection  with 
the  preparation  and  presentation  of  legal  matters  at  trials  and  hearings ; 
research,  investigate  and  compile  legal  evidence  and  information;  deal 
tactfully  and  with  judgment  with  law  enforcement  agencies  in  connection 
with  the  legal  responsibilities  of  the  assigned  office. 

License:  Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  positions  exempt  from  examination. 


CLASS  TITLE:   SENIOR  ATTORNEY  (CIVIL)  CODE:   8178 

(CRIMINAL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  responsible  pro- 
fessional legal  work  in  the  public  defender,  city  or  district  attorney's 
office  in  connection  with  the  prosecution  or  defense  of  important  civil 
or  criminal  cases;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:  interpreting  and  carry- 
ing out  existing  methods  and  procedures  relative  to  the  legal  processes 
of  assigned  office;  making  regular  contacts  with  other  legal  personnel, 
court  officials  and  law  enforcement  agencies  relative  to  assigned  legal 
matters;  preparing  and  reviewing  important  legal  instruments  and  papers 
relative  to  assigned  cases. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  legal  representative  for  the  city  on  regulatory 
matters  before  the  state  public  utilities  commission;  examines  and 
cross-examines  witnesses;  prepares  briefs  and  presents  oral  arguments 
to  the  commission;  represents  the  city  before  courts  and  administrative 
bodies  on  taxation  matters;  defends  the  city  in  court  cases  of  medium 
difficulty  involving  personal  injury  and  property  damage. 

2.  Prepares  drafts  of  legislation  on  municipal  matters  covering  a 
variety  of  subjects;  drafts  leases  and  contracts  and  examines  insurance 
policies  and  bonds  to  assure  compliance  with  terms  and  conditions  of 
leases  and  permits;  drafts  formal  opinions  on  a  variety  of  legal  ques- 
tions. 

3.  Prosecutes  actions  for  mandatory  injunctions  to  abate  public 
nuisances;  prepares  pre-trial  statements  and  participates  in  pre-trial 
conferences;  serves  as  counsel  to  persons  charged  with  the  commission 
of  crimes  who  are  financially  unable  to  employ  counsel;  represents  such 
defendants  in  criminal  court  and  jury  trials. 

h-     Tries  jury  and  non-jury  criminal  cases  in  the  superior  court; 
interviews  witnesses;  makes  investigations  and  writes  legal  briefs  in 
conjunction  with  assigned  cases  and  trials. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  six  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  jury  trial  and 
courtroom  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   state  and  municipal  codes,  laws  and  ordinances  as  applied  to  civil 
or  criminal  law;  legal  processes  relating  to  courtroom  and  jury  trial 


CLASS  TITLE:   SENIOR  ATTORNEY  (CIVIL)  CODE:   8178 

(CRIMINAL) 
(Continued) 

activities. 

Requires  considerable  ability  to:   speak  and  write  effectively  in 
connection  with  the  preparation  and  presentation  of  assigned  legal 
cases;  exercise  judgment  and  tact  in  dealing  with  court  officials, 
juries  and  law  enforcement  agencies  in  connection  with  legal  assign- 
ments . 

License:  Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion:  positions  exempt  from  examination. 


CLASS  TITLE:   PRINCIPAL  ATTORNEY  (CIVIL)  CODE:   8l80 

(CRIMINAL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  extremely  difficult 
and  responsible  professional  legal  work  in  the  public  defender,  city  or 
district  attorney's  office  in  connection  with  the  defense  or  prosecution 
of  major  civil  or  criminal  cases;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  carrying 
out  existing  methods  and  procedures  relative  to  the  legal  processes  of 
the  office  in  which  assigned;  making  regular  important  contacts  with  other 
legal  personnel,  court  officials  and  law  enforcement  agencies  in  connec- 
tion with  assigned  cases;  preparing  and  reviewing  complex  legal  instru- 
ments and  papers  relative  to  assigned  cases. 

EXAMPLES  OF  DUTIES: 

1.  Defends  the  city  in  major  court  cases  involving  personal  injury, 
accident  and  property  damage  claims,  contracts  and  other  litigation; 
performs  all  phases  of  trial  preparations  including  pleadings,  motions, 
pre-trial  statements  and  similar  instruments  and  processes;  prepares 

and  prosecutes  appeals  before  higher  courts  whe.i  necessary. 

2.  Researches  and  prepares  opinions  in  response  to  a  wide  variety 
of  questions  concerning  the  public  utilities  commission  and  its  activi- 
ties; prepares  similar  written  opinions  on  major  legal  issues  for  city 
and  county  officers,  boards  and  commissions. 

3.  Prepares  and  files  court  cases  and  represents  the  city  in 
eminent  domain  cases  necessary  to  acquiring  land  for  redevelopment  pur- 
poses; prepares  charter  amendments,  ordinances,  resolutions  and  other 
legislative  documents;  supervises  and  participates  in  all  legal  processes 
necessary  to  the  enforcement  of  the  reciprocal  support  act. 

h-      Prepares  and  prosecutes  or  defends,  by  jury  and  non-jury  trial, 
major  criminal  cases  in  the  superior  courts;  interviews  witnesses,  law 
enforcement  officers  and  other  citizens  and  representatives  in  connection 
with  such  cases;  examines  all  physical  evidence  necessary  for  the  pro- 
secution or  defense  of  each  case. 

5.   Receives  and  investigates  complaints  of  claims  involving  minors; 
interviews  witnesses  and  issues  warrants  for  arrest  when  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  jury  trial  and 
courtroom  experience;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   state  and  municipal  codes,  laws  and  ordinances  as  applied  to  civil 
or  criminal  law;  legal  processes  concerned  with  courtroom  and  jury  trial 
activities. 


CLASS  TITLE:   PRINCIPAL  ATTORNEY  (CIVIL)  CODE:   8l80 

(CRIMINAL)   (Continued) 

Requires  considerable  ability  to:   speak  and  write  effectively  in 
connection  with  the  presentation  and  interpretation  of  assigned  legal 
cases;  exercise  considerable  independent  judgment  and  tact  in  dealing 
with  court  officials,  juries  and  law  enforcement  agencies  in  connection 
with  legal  assignments. 

License:   Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  positions  exempt  from  examination. 


CLASS  TITLE:      HEAD  ATTORNEY   (CIVIL)  CODE:      8l82 

(CRIMINAL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  perforins  the  most  difficult 
and  responsible  professional  legal  work  in  the  city  or  district  attorney's 
office  in  connection  with  the  prosecution  or  defense  of  involved  and 
important  civil  and  criminal  cases;  assigns,  supervises  and  reviews  the 
work  of  subordinate  attorneys;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  interpreting,  carrying  out  and 
assisting  in  the  development  of  methods  and  procedures  relative  to  the 
legal  processes  of  the  office  in  which  assigned;  making  regular  responsi- 
ble contacts  with  other  legal  personnel,  court  officials,  law  enforcement 
agencies  and  outside  organizations  relative  to  assigned  legal  matters; 
preparing  and  reviewing  extremely  complex  and  important  legal  instruments 
and  documents  in  connection  with  assigned  cases. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  for  trial  and  tries  the  most  involved  and  important 
contract,  personal  injury,  accident  and  damage  cases  and  other  litigation 
for  and  against  the  city;  assigns,  supervises  and  reviews  the  work  of 
subordinate  attorneys  handling  similar  cases  of  lesser  scope  and  responsi- 
bility; assigns  and  supervises  the  work  of  investigators  in  preparing 

for  and  trying  injury  and  damage  cases;  advises  subordinate  personnel  on 
problems  of  trial  tactics;  provides  legal  advice  and  opinions  on  the 
powers,  duties  and  responsibilities,  legal  methods  and  procedures,  the 
conduct  of  quasi -judicial  hearings  and  the  reception  of  evidence  therein 
for  the  board  of  supervisors. 

2.  Prepares,  reviews  and  approves  proposed  contracts,  charter 
amendments,  ordinances  and  resolutions  for  form  and  content;  writes  legal 
opinions  covering  a  wide  variety  of  legal  problems,  and  reviews  and  approves 
legal  opinions  prepared  by  subordinate  personnel;  serves  as  legal  advisor 

to  the  board  of  supervisors  and  in  matters  concerning  state  legislation; 
attends  board  meeting  and  legislative  sessions  as  required. 

3.  Prepares  and  tries  condemnation  actions  in  connection  with  the 
acquisition  of  privately  owned  lands  for  municipal  proposals;  negotiates 
settlements  of  any  such  condemnations  prior  to  and  subsequent  to  legal 
action;  prepares  briefs  and  argues  condemnation  matters  before  the  district 
court  of  appeals  and  the  supreme  court  when  necessary. 

h-      Prepares  and  prosecutes  the  most  involved  and  important  criminal 
cases  in  the  superior  court;  advises,  supervises  and  reviews  the  work  of 
subordinate  attorneys  and  investigators  in  connection  with  the  prosecution 
of  criminal  cases;  supervises  and  participates  in  the  gathering  and  pre- 
sentation of  evidence  to  the  grand  jury  relative  to  possible  issuing  of 
indictments  bv  the  grand  jury. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  ten  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  jury  trial  and 
courtroom  work,  including  at  least  two  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   HEAD  ATTORNEY  (CIVIL)  CODE:   8l82 

(CRIMINAL)   (continued) 

Knowledge,  Abilities  and  Skills;  Requires  comprehensive  knowledge 
of:   state,  federal  and  municipal  codes,  laws  and  ordinances  particularly 
as  applied  to  civil  and  criminal  law;  legal  processes  and  techniques  of 
courtroom  and  jury  trial  work;  administrative  techniques  and  methods, 
particularly  as  they  relate  to  the  activities  of  the  city  or  district 
attorney's  office. 

Requires  unusual  ability  to:   speak  and  write  effectively  in  the  pre- 
paration and  presentation  of  assigned  legal  cases;  exercise  considerable 
judgment  and  tact  in  dealing  with  court  officials,  juries,  law  enforcement 
agencies  and  other  governmental  agencies  in  connection  with  legal  assign- 
ments . 

License:  Requires  membership  in  the  state  bar  association  and  license 
to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  positions  exempt  from  examination. 


CLASS  TITLE:   CHIEF  ATTORNEY  (CIVIL)  CODE:   8l8U 

(CRIMINAL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  the  most  difficult 
and  responsible  professional  legal  work  in  the  city  or  district  attorney's 
office  in  connection  with  the  prosecution  or  defense  of  involved  and 
important  civil  and  criminal  cases;  assigns,  supervises  and  reviews  the 
work  of  subordinate  attorneys;  serves  as  chief  assistant  to  the  city  or 
district  attorney;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  carrying  out  and 
assisting  in  the  development  of  methods  and  procedures  relative  to  the 
legal  processes  of  the  office  in  which  assigned;  making  regular  respon- 
sible contacts  with  other  legal  personnel,  court  officials,  law  enforce- 
ment agencies  and  outside  organizations  relative  to  assigned  legal  matters; 
preparing  and  reviewing  extremely  complex  and  important  legal  instruments 
and  documents  in  connection  with  assigned  cases. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  for  trial  and  tries  the  most  involved  and  important 
contract,  personal  injury,  accident  and  damage  cases  and  other  litigation 
for  and  against  the  city;  assigns,  supervises  and  reviews  the  work  of 
subordinate  attorneys  handling  similar  cases  of  lesser  scope  and  respon- 
sibility; assigns  and  supervises  the  work  of  investigators  in  preparing 
for  and  trying  injury  and  damage  cases;  advises  subordinate  personnel  on 
problems  of  trial  tactics;  provides  legal  advice  and  opinions  on  the  powers, 
duties  and  responsibilities,  legal  methods  and  procedures,  the  conduct  of 
quasi-judicial  hearings  and  the  reception  of  evidence  therein  for  the 
board  of  supervisors. 

2.  Prepares,  reviews  and  approves  proposed  contracts,  charter  amend- 
ments, ordinances  and  resolutions  for  form  and  content;  writes  legal 
opinions  covering  a  wide  variety  of  legal  problems  and  reviews  and  approves 
legal  opinions  prepared  by  subordinate  personnel. 

3.  Prepares  and  tries  condemnation  actions  in  connection  with  the 
acquisition  of  privately  owned  lands  for  municipal  purposes;  negotiates 
settlements  of  many  such  condemnations  prior  to  and  subsequent  to  legal 
action;  prepares  briefs  and  argues  condemnation  matters  before  the  district 
court  of  appeals  and  the  supreme  court  when  necessary. 

U.   Prepares  and  prosecutes  the  most  involved  and  important  criminal 
cases  in  the  superior  court;  advises,  supervises  and  reviews  the  work  of 
subordinate  attorneys  and  investigators  in  connection  with  the  prosecu- 
tion of  criminal  cases;  supervises  and  participates  in  the  gathering  and 
presentation  of  evidence  to  the  grand  jury  relative  to  the  possible  issu- 
ing of  indictments. 


CLASS  TITLE:   CHIEF  ATTORNEY  (CIVIL)  CODE:   8l8U 

(CRIMINAL)   (continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  ten  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  jury  trial  and 
courtroom  work,  including  at  least  four  years  of  responsible  supervisory 
and  administrative  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   state,  federal  and  municipal  codes,  laws  and  ordinances  particularly 
as  applied  to  civil  and  criminal  law;  legal  processes  and  techniques  of 
courtroom  and  jury  trial  work;  administrative  techniques  and  methods, 
particularly  as  they  relate  to  the  activities  of  the  city  or  district 
attorney's  office. 

Requires  unusual  ability  to:   speak  and  write  effectively  in  the 
preparation  and  presentation  of  assigned  legal  cases;  exercise  consider- 
able judgment  and  tact  in  dealing  with  court  officials,  juries,  law 
enforcement  agencies  and  other  governmental  agencies  in  connection  with 
legal  assignments. 

License:  Requires  membership  in  the  state  bar  association  and  license 
to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  positions  exempt  from  examination. 


CLASS  TITLE:   ATTORNEY  FOR  THE  PUBLIC  ADMINISTRATOR        CODE:   8l86 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  extremely  difficult  and  responsible 
professional  legal  work  in  connection  with  the  operations  of  the  public 
administrator's  office;  and  perforins  related  duties  as  required. 

Requires  responsibility  for:   assisting  in  originating,  developing 
and  coordinating  policies  and  methods  relating  to  the  legal  activities  of 
the  public  administrator's  office;  making  continuing  important  personal 
contacts  with  department  heads,  lawyers,  judges,  heirs  and  friends  of 
decedents  and  the  public  in  general;  initiating  and  reviewing  important 
financial  and  legal  records  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  reviews  all  legal  work  for  the  public  admini- 
strator; makes  legal  determinations  and  gives  written  instructions  with 
regard  to  heirs  entitled  to  distribution  of  estates  being  administered; 
checks  the  sufficiency  of  proof  of  heirships  submitted  and  takes  neces- 
sary actions  to  secure  proof  of  heirship. 

2.  Recommends  approval  or  rejection  and  passes  on  all  of  the 
claims  against  the  estates  of  decedents  under  jurisdiction  of  the  public 
administrator. 

3.  Checks  all  inventories  and  appraisements  in  estates  and  gives 
instructions  as  to  the  disposition  of  remaining  real  and  personal  pro 
perty. 

k.      Interviews  and  answers  inquiries  of  persons  interested  in 
estates  and  claimants  against  estates. 

Supervises  the  preparation  of  all  decrees  of  distribution, 
orders  settling  accounts  and  other  probate  orders;  contacts  other  attor- 
neys and  answers  inquiries  concerning  estates  being  administered  by  the 
public  administrator. 

MINIMUM  QUALIF IC  k TIONS : 

ning  and  Experience:  Requires  completion  of  an  accredited  law 
schooTT  supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  civil  and  probate 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   legal  principles  and  procedures  followed  in  the  processing  of  civil 
and  probate  cases  and  state  and  municipal  codes,  laws  and  ordinances 
applicable  thereto. 

Requires  considerable  ability  to:   gather,  analyze  and  apply  legal 
data  and  evidence;  present  legal  arguments  and  statements  effectively 
in  oral  and  written  form;  handle  legal  correspondence  and  procedures 
with  tact  and  accuracy;  analyze  situations  accurately  and  adopt  an 
effective  course  of  action;  inspire  confidence  in  clients  and  work 
effectively  with  representatives  of  other  agencies. 


CLASS  TITLE;   ATTORNEY  FOR  THE  PUBLIC  ADMINISTRATOR        CODE:   8 18 6 
( Continued ) 

License:  Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion:  positions  exempt  from  examination. 


CLASS  TITLE:   PUBLIC  UTILITIES  COUNSEL  CODE:   8l88 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  performs  technical  and  highly- 
specialized  professional  legal  work  in  connection  with  the  functions  of 
the  public  utilities  commision;  supervises  and  reviews  the  work  of  large 
numbers  of  subordinate  legal  personnel  in  connection  therewith;  and  per- 
forms related  duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies  and  methods  relative  to  the  legal  aspects  of  public 
utilities  operations;  making  regular  responsible  contacts  with  other  legal 
personnel,  state  and  federal  officials  and  outside  organizations  in 
handling  the  legal  matters  of  the  commission;  supervising  the  prepar- 
ation of  and  reviewing  important  legal  documents,  contracts  and  leases 
affecting  public  utilities  operations. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  and  advises  the  commission  and  manager  of  utilities 
on  legal  matters  affecting  all  departments  and  bureaus  under  the  control 
of  the  public  utilities  commission. 

2.  Participates  in  conferences  and  negotiations  with  city,  county, 
state  and  federal  officials  on  various  legal  matters;  prepares  or  super- 
vises the  preparation  of  contracts,  leases, memoranda  and  other  legal 
documents;  drafts  opinions  on  a  large  variety  of  legal  matters  affecting 
the  commission. 

3.  Assigns,  supervises,  consults  with  and  reviews  the  legal  work 
of  assigned  attorneys. 

k.     Represents  the  commission  and  all  departments  and  bureaus  under 
its  control  at  hearings  and  meetings  of  city,  county,  state  and  federal 
agencies,  boards  and  commissions  and  handles  major  legislation  involving 
the  commission  in  state  and  federal  courts. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  twelve  years  of  progressively  responsible 
experience  as  a  practicing  attorney  with  emphasis  on  public  utilities  work, 
including  at  least  five  years  of  responsible  supervisory  and  administrative 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   state,  federal  and  municipal  laws,  particularly  as  they  relate  to 
public  utilities  activities;  the  legal  processes  of  the  various  agencies, 
commissions  and  state  and  federal  governments  applicable  to  public 
utilities  operations;  modern  administrative  techniques  and  methods, 
particularly  as  applied  t>  the  public  utilities  commission  and  the  depart- 
ments under  its  jurisdiction. 


CLASS  TITLE:   PUBLIC  UTILITIES  COUNSEL  (continued)  CODE:   8l88 

Requires  unusual  ability  to:   speak  and  write  effectively  in  the 
preparation  and  presentation  of  legal  cases  involving  the  commission; 
exercise  good  judgment  and  tact  in  dealing  with  officials,  other  govern- 
mental agencies,  courts  and  representatives  of  outside  interests  in 
connection  with  legal  requirements  of  the  commission. 

License:   Requires  membership  in  the  state  bar  association  and 
a  license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:  ATTORNEY,  TAX  COLLECTOR  CODE:   8190 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  professional  legal  work  in  '.  id- 
ling all  matters  involving  the  collection  of  delinquent  accounts  for  the 
tax  collector;  prepares  complaints  and  various  other  legal  documents; 
makes  recommendation  as  to  disposition  of  cases;  confers  with  attorneys 
and  others  regarding  disputed  debts  and  responsibility  therefor;  and 
performs  related  duties  as  required. 

Requires  considerable  responsibility  for:  interpreting  and  carrying 
out  existing  methods  and  procedures  relating  to  the  legal  processes  of 
the  tax  collector's  office;  making  regular  contacts  with  attorneys, 
administrative  officials  and  others  involving  discussion  and  interpreta- 
tion of  laws,  rules  and  regulations  governing  delinquent  revenue  'collec- 
tions; preparing  and  reviewing  important  legal  documents  and  papers  rela- 
ting to  delinquent  revenue  collection. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  legal  actions  and  does  necessary  research  work  in 
connection  with  the  collection  of  delinquent  accounts,  such  as  for 
personel  property  taxes,  health  and  welfare  department  claims,  claims 
for  damage  to  city  property  and  collection  of  rental  due  on  city  owned 
property. 

2.  Prepares  recommendations  for  compromise  and  release  of  claims 
to  the  board  of  supervisors  and  makes  appearances  before  the  board  to 
explain  such  matters;  prepares  resolutions  £or  the  board  of  supervisors 
authorizing  legal  actions  against  responsible  parties  and  related  sup- 
porting data;  discusses  disputed  debts  and  responsibility  therefor  with 
attorneys  or  debtors  and  arranges  for  payment  thereof. 

3.  Inspects  and  signs  complaints  and  when  necessary  drafts 
special  complaints  to  fit  the  particular  issues  involved;  prepares  all 
related  correspondence  on  such  matters;  examines  documents  in  connection 
with  and  appears  and  presents  testimony  in  court  in  support  of  judgments 
or  default;  prepares  cases  for  trial  including  interviewing  of  witnesses, 
preparation  of  jury  instructions  and  findings  of  fact  and  conclusions  of 
law. 

k.      Writes  briefs  on  appeals,  prepares  trial  briefs,  and  handles 
trial  de  novo  on  all  appeals  to  the  superior  court  from  the  small  claims 
court. 

5.   Conducts  orders  of  examination  on  judgment  debtors;  handles 
disputed  claims  in  probate  and  in  bankruptcy;  confers  with  and  advises 
superiors  on  legal  problems;  confers  with  field  men  regarding  debtors 
and  their  ability  to  respond  to  a  judgment;  personally  inspects  sites 
of  damage  or  scenes  of  accident  preparatory  to  initiating  legal  action. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  six  years  of  pre  -essively  responsible 
experience  as  a  practicing  attorney;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:  ATTORNEY,  TAX  COLLECTOR  (Continued)  CODE:   8190 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge 
of  existing  laws  and  legal  processes  relating  to  the  collection  of 
delinquent  accounts. 

Requires  considerable  ability  to:   speak  and  writs  effectively  in 
connection  with  the  preparation  and  presentation  of  legal  cases;  exer- 
cise good  judgment  and  tact  in  dealing  with  court  officials,  juries  and 
law  enforcement  agencies. 

Licenses  Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion:  positions  exempt  from  examination. 


CLASS  TITLE:   CONTROLLER'S  LEGAL  COUNSEL  CODE?   8192 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and  respon- 
sible professional  legal  work  as  legal  advisor  to  the  controller  on  the 
legality  of  all  actions  taken  by  him  pursuant  to  his  duties  as  prescribed 
by  the  charter;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  carrying 
out  existing  methods  and  procedures  relative  to  legal  aspects  of  the 
office  operation;  making  regular  important  contacts  with  other  legal 
representatives,  court  officials  and  outside  organizations  and  agencies 
in  connection  with  the  legal  aspects  of  the  office  operation;  preparing 
and  reviewing  complex  and  important  legal  instruments,  papers  and  legisla- 
tion. 

EXAMPLES  OF  DUTIES: 

1.  Interprets  statutes,  analyzes  problems  and  advises  the  controller 
of  conclusions  relative  to  the  legality  of  actions  taken  or  proposed  by 
the  controller;  analyzes  and  interprets  laws,  contracts  and  other  docu- 
ments in  connection  with  which  the  controller  has  legal  responsibility. 

2.  Reviews  existing  procedures  to  determine  their  conformity  with 
the  law;  interprets  and  reports  on  legislative  actions  which  may  affect 
or  relate  to  the  operation  of  the  controller's  office. 

3.  Prepares  written  analyses  of  prospective  laws;  aids  in  devising 
procedures  for  custody  of  legal  records  of  the  controller's  office  and  in 
adapting  statutory  procedures  for  administration. 

U.  Remains  current  on  all  laws  and  legal  opinions  relating  to  the 
operations  of  the  controller's  office. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  as  a  practicing  attorney;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   state  and  municipal  codes,  laws  and  ordinances  as  applied  to  the 
operations  of  the  controller's  office. 

Requires  considerable  ability  to:   speak  and  write  effectively  in 
connection  with  the  presentation  and  interpretation  of  a  variety  of  legal 
problems;  review,  analyze  and  make  recommendations  relative  to  the  legal 
responsibility  of  the  controller's  office. 

License:   Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE;   CHIEF  ATTORNEY,  CRIMINAL  (PUBLIC  DEFENDER)     CODE:   819U 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  performs  difficult  and  re- 
sponsible professional  legal  work  in  connection  with  defense  of  felony 
cases  under  the  jurisdiction  of  the  public  defender's  office;  assigns, 
supervises  and  reviews  the  work  of  subordinate  attorneys  and  investiga- 
tive personnel;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  carrying  out  and 
assisting  in  the  development  of  methods  and  procedures  relative  to  the 
legal  processes  of  the  office;  making  regular  responsible  contacts  with 
other  legal  personnel,  court  officials,  law  enforcement  agencies  and 
outside  organizations  in  connection  with  legal  activities  of  the  office; 
preparing  and  reviewing  extremely  complex  legal  instruments  and  documents 
in  connection  with  criminal  cases. 

EXAMPLES  OF  DUTIES: 

1.  Represents  defendants  in  criminal  trails  of  felony  cases, 
including  cases  which  carry  possible  sentence  of  death  and  life  im- 
prisonment.. 

2.  Appears  in  superior  court  and  carries  on  the  calendar  of  the 
court  consisting  of  appearances  ranging  from  arraignments  and  pleas  to 
the  trial  of  felony  cases. 

3.  Supervises,  reviews  and  advises  subordinates  on  the  handling 

of  various  assigned  cases;  may  substitute  for  such  subordinates  in  court 
cases  when  they  are  absent. 

h.      Serves  as  chief  assistant  to  the  public  defender  in  connection 
with  all  functions  of  the  office. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited  law 
school,  supplemented  by  at  least  eight  years  of  progressively  responsible 
experience  as  a  practicing  attorney,  with  emphasis  on  criminal  law,  in- 
cluding at  least  two  years  of  responsible  supervisory  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   state,  federal  and  municipal  codes,  laws  and  ordinances,  particu- 
larly as  applied  to  criminal  law;  the  legal  processes  and  techniques  of 
court  and  jury  trial  work;  administrative  techniques  and  methods  partic- 
ularly as  they  apply  to  the  activities  of  the  public  defender's  office. 

Requires  unusual  ability  to:   speak  and  write  effectively  in  the 
preparation  and  presentation  of  criminal  cases;  exercise  considerable 
judgment  and  tact  in  dealing  with  court  officials,  juries,  law  enforce- 
ment agencies  and  other  governmental  agencies. 


CLASS  TITLE:   CHIEF  ATTORNEY,  CRIMINAL  (PUBLIC  DEFENDER)     CODE;   8l$>l| 
(Continued) 

License;  Requires  membership  in  the  state  bar  association  and 
license  to  practice  in  all  state  courts. 

PROMOTIVE  LINES; 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   PUBLIC  DEFENDER  CODE:   8196 

CHARACTERISTICS  OF  THE  CLASS: 

Subject-  to  executive  approval,  plans,  organizes  and  directs  a  pro- 
gram for  providing  legal  counsel  and  representation  to  eligible  persons 
accused  of  criminal  violations  of  the  law:  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  departmental  policies  and  methods;  making  continuing  responsible 
personal  contacts  with  a  wide  variety  of  responsible  officials,  represent- 
atives and  groups  and  the  general  public  in  connection  with  departmental 
programs;  directing  the  overall  preparation,  review,  approval  and  main- 
tenance of  legal  records  and  reports  of  the  office. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  and  directs  t\ e   provision  of  legal  services 
to  eligible  persons  accused  of  criminal  offenses;  formulates  and  applies 
policies  related  to  the  public  defender  program. 

2.  Evaluates  emplo  ee  performance;  develops  and  directs  an  in- 
service  training  program:  stimulates  emplo zees  to  develop  increased  com- 
petence in  their  work;  initiates  and  approves  personnel  transactions  and 
and  approves  the  assignment  of  personnel. 

3.  .Assigns  individual  attorneys  to  specific  superior  and  municipal 
courts;  personally  reviews  all  requests  for  investigations  and  services, 
all  transcripts  of  preliminary  hearings  in  felony  cases  and  other 
materials;  assigns  controversial  or  major  felony  cases  to  appropriate 
staff  members. 

h.      Consults  with  legal  staff  on  the  conduct  of  cases  in  progress 
and  gives  advice  and  assistance  as  necessary;  reviews  selected  outgoing 
correspondence,  completed  files  on  closed  cases,  reports  of  completed 
investigations  and  other  materials. 

5.  Personally  appears  in  court  as  defense  attorney  during  peak 
periods,  or  to  obtain  first  hand  knowledge  of  major  cases;  decides  on 
borderline  cases  of  eligibility  for  legal  aid;  reviews  and  evaluates 
summaries  prepared  by  legal  staff  recommending  that  cases  be  contested 
in  superior  court;  determines  whether  convictions  should  be  appealed 
to  higher  courts. 

6.  Confers  with  senior  staff  members  regarding  policies,  pro- 
cedures and  activities  of  the  departmental  program:  discusses  the  public 
defense  program  with  judges,  prosecutors,  law  enforcement  officials  and 
similar  persons;  keeps  up  to  date  on  statutory  changes  affecting  the 
departmental  program. 

7.  Confers  with  office  staff  on  record  keeping  and  reporting 
systems  and  initiates  changes  as  required. 

3.  Speaks  before  civic  and  professional  groups  to  explain  and 
interpret  the  public  defener  program;  attends  professional  meetings 
and  conferences. 

9.   Directs  the  preparation  of  the  departmental  budget;  administers 
the  approved  budget  and  controls  expenditures. 


CLASS  TITLE:  PUBLIC  DEFENDER  (Continued)  CODE:   8196 

MINIMUM  QUALIFICATIONS: 

Note:  As  this  position  is  an  elective  office  of  the  city  and 
county,  no  "minimum  qualifications"  and  "lines  of  promotion"  are  in- 
cluded in  this  specification. 


CLASS  TITLE:   CITY  ATTORNEY  CODE:   8197 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  executive  approval,  serves  as  city  attorney,  corporate 
counsel  and  county  counsel  on  all  legal  affairs  of  the  city  and  county; 
directs  the  activities  of  a  large  professional  legal  staff  and  other 
personnel  in  connection  therewith;  and  performs  related  duties  as  re- 
quired. 

Requires  major  responsibility  for:   developing,  approving  and 
executing  all  policies  and  procedures  relating  to  the  legal  responsi- 
bility of  the  office;  making  continuous  responsible  contacts  with 
governmental  officials,  legislative  bodies  and  outside  groups  and 
organizations  in  connection  with  the  handling  of  difficult  legal 
negotiations;  directing  the  preparation  of  and  approving  a  wide  variety 
of  specialized  complex  legal  reports  and  documents  relating  to  the 
activities  of  the  office. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  all  subordinate  deputies  on  unusual  phases  of 
important  litigation  pending  in  federal  or  state  courts,  commissions 
or  departments;  reviews  requests  for  opinions  and  studies  and  approves 
or  disapproves  opinions;  may  edit  and  rewrite  opinions;  consults  with 
and  advises  department  heads  on  important  legal  questions;  studies 
pleadings  and  briefs  and  determines  policy  as  to  conduct  of  legal 
processes  related  thereto. 

2.  Directs  the  legal  water  and  power  policy  for  the  city  with 
state  and  federal  agencies;  dictates  all  bond  issues  for  the  city  and 
county;  reviews  all  charter  changes  and  important  ordinances;  serves 
as  member  of  the  state  and  federal legislative  committee  in  connection 
with  legislation  affecting  the  city  and  county. 

License:  Requires  membership  in  the  state  bar  association  and 
a  license  to  practice  in  all  state  courts. 

NOTE:  As  this  position  is  an  elective  office  of  the  city  and  county, 
no  "MINIMUM  QUALIFICATIONS"  and  "PROMOTIVE  LINES"  are  included 
in  this  specification. 


CLASS  TITLE:   DISTRICT  ATTORNEY  CODE:   8198 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  executive  approval,  serves  as  district  attorney  for  the 
city  and  county  and  is  responsible  for  the  prosecution  for  all  criminal 
cases  in  the  municipal  and  superior  courts;  plans  and  directs  the 
activities  of  a  large  legal,  investigative  and  administrative  staff  in 
connection  therewith;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   developing,  approving  and 
executing  all  policies  and  procedures  relating  to  the  legal  responsi- 
bility of  the  office;  making  continuous  responsible  contacts  with 
governmental  officials,  legislative  bodies  and  outside  groups  and 
organizations  in  connection  with  the  handling  of  difficult  legal 
negotiations;  directing  the  preparation  and  approving  a  wide  variety 
of  specialized  complex  legal  reports  and  documents  relating  to  the 
activities  of  the  office. 

EXAMPLES  OF  DUTIES: 

1.  Directs  all  legal  investigative  and  other  processes  necessary 
to  the  prosecution  of  all  criminal  acts  committed  in  the  city  and 
county. 

2.  Studies  and  reviews  important  criminal  cases  and  makes 
recommendations  to  subordinate  deputies  in  connection  with  the  handling 
and  prosecution  of  such  cases. 

3.  Directs  the  coordination  of  office  activities  with  local, 
state  and  federal  law  enforcement  agencies;  may  personally  participate 
in  the  prosecution  of  involved  and  important  criminal  cases. 

License:   Requires  membership  in  the  state  bar  association  and 
a  license  to  practice  in  all  state  courts. 

NOTE:  As  this  position  is  an  elective  office  of  the  city  and  county, 
no  "MINIMUM  QUALIFICATIONS"  and  "PROMOTIVE  LINES"  are  included 
in  this  specification. 


CLASS  TITLE:   WATCHMAN  CODE:   8202 

CHARACTERSITICS  OF  THE  CLASS: 

Under  general  supervision,  patrols  public  buildings  and  grounds  to 
safeguard  property  against  damage,  hazardous  situations,  or  unauthorized 
entry;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   enforcing  rules  and  regulations 
governing  the  access  to  and  use  of  public  facilities;  preparing  routine 
reports  of  time  and  work  done;  making  routine  contact  with  the  general 
public  and  operating  personnel  in  the  patrolling  and  safeguarding  of 
public  facilities. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  grounds  or  makes  rounds  of  buildings,  pumching  in  on 
watchman's  clock  at  various  stations;  prevents  the  entry  of  unauthorized 
persons  on  premises. 

2.  Watches  for  fire  or  fire  hazards  or  other  unusual  conditions. 

3.  Checks  to  see  if  windows  and  doors  are  locked  and  lights  turned 
out. 

U.      Observes  improperly  functioning  equipment  and  reports  defects 
noted. 

5.  In  a  hospital  or  other  institution,  secures  emergency  supplies 
and  materials  for  wards;  places  and  removes  tables  and  chairs  in  class- 
rooms when  needed. 

6.  May  perform  part  time  incidental  duties  such  as:   operate 
elevator;  relieve  on  switchboard;  park  cars,  and  perform  minor  main- 
tenance and  cleanup  tasks. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   read  and 
write  English;  accept  responsibility  and  work  without  close  supervision; 
follow  written  and  oral  directions;  think  and  act  quickly  in  emergencies; 
write  accurate  and  clear  reports  of  incidents. 

license:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Park  Patrolman 

From:   Original  examination 


CLASS  TITLE:   PARK  PATROLMAN  CODE:   8208 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  patrols  assigned  areas  on  foot  and  by 
car  in  connection  with  preventing  damage,  destruction  or  theft  to  park 
and  recreation  grounds  and  facilities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  following  established  procedures  in 
carrying  out  patrol  assignments;  making  intermittent  contacts  with  the 
general  public  in  connection  with  the  enforcement  of  rules  and  regula- 
tions of  the  departments  preparing  routine  reports  on  patrol  activities. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  and  guards  recreation  and  park  department  areas  and 
recreational  facilities. 

2.  Inspects  buildings  to  assure  they  are  properly  secured;  checks 
equipment  to  see  that  fire  hazards  are  not  present;  checks  the  area  for 
vandalism;  checks  and  secures  rest  rooms  at  night  and  unlocks  for 
daytime  use. 

3-  Punches  clocks  at  various  locations  in  area  assigned;  removes 
road  obstructions  and  puts  up  barricades  where  necessary. 

Ii.  When  necessary,  and  acting  as  a  special  officer,  apprehends 
persons  engaged  in  acts  of  vandalism  and  theft  and  turns  them  over  to 
police  authorities  or  reports  such  actions  immediately  to  the  police 
department. 

5.  Prevents  children  and  juveniles  from  improperly  using  recre- 
ational facilities  and  equipment. 

6.  Assists  the  public  in  locating  lost  children. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  one  year  of  experience  as  a  watchman  or  guard. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   park 
areas,  facilities  and  locations  operated  by  the  recreation  and  park 
department;  departmental  regulations  governing  use  of  park  and  recre- 
ation facilities. 

Requires  ability  to:   carry  out  written  and  oral  instructions; 
act  quickly  in  emergencies;  prepare  simple  operational  reports. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Head  Park  Patrolman 

From:  Original  examination 
Watchman 


CLASS  TITLE:   HEAD  PARK  PATROLMAN  CODE:   8210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  and  assigns  duties  to  patrol- 
men engaged  in  the  protection  of  the  properties  of  the  recreation  and 
park  department;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  rules  and 
regulations  applying  to  patrol  and  security  activities;  making  regular 
contacts  with  the  general  public  in  connection  with  security  operations; 
preparing  and  reviewing  routine  operational  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assigns  duties  to  patrolmen  engaged  in  the  patrol 
of  park  and  recreational  facilities;  personally  patrols  assigned  areas. 

2.  Compiles  and  prepares  subordinates  time  and  work  reports;  pre- 
pares duties  assignments  for  patrolmen. 

3.  Makes  arrests  when  necessary,  acting  as  a  special  police 
officer;  makes  emergency  repairs  to  buildings  or  facilities  when 
required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  at  least  two  years  of  experience  as  a  watchman  or 
guard. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
park  areas,  facilities  and  locations  operated  by  the  recreation  and 
park  department;  departmental  rules  and  regulations  governing  the 
use  of  park  and  recreation  facilities. 

Requires  ability  to:   carry  out  written  and  oral  instructions  and 
interpret  them  to  subordinates;  supervise  and  assign  duties  to  sub- 
ordinates employed  at  widely  separated  locations;  prepare  and  maintain 
routine  operating  records. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license, 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:      Park  Patrolman 


CLASS  TITLE:   GATEKEEPER  CODE:   8212 

CHARACTERSITICS  OF  THE  CLASS: 

Under  general  supervision,  guards  an  entrance  gate  to  instiution 
grounds;  directs  traffic  and  gives  directions;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enfor- 
cing existing  rules  regarding  admission  to  institutional  grounds;  making 
regular  routine  contacts  with  visitors,  members  of  other  departments, 
and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Stands  guard  at  the  entrance  gate  to  hospital  grounds;  admits 
employees  and  authorized  visitors;  directs  visitors  and  other  authorized 
callers  to  proper  locations  concerned;  refuses  entrance  to  unauthorized 
and  unwanted  persons. 

2.  Directs  incoming  and  outgoing  automobile  traffic  to  proper 
parking  places. 

3.  In  cases  of  fire  or  other  emergencies,  directs  equipment  to 
proper  location  of  building;  ma/  lock  and  unlock  main  gates  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  one  /ear  of  experience  as  a  watchman  or  guard,  including 
some  public  contact;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   deal  tact 
full/,  courteously  and  convincingly  with  the  general  public;  rapidly 
learn  rules  and  regulations  and  the  physical  layout  of  a  large  insti- 
tution; follow  oral  and  written  instructions. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 
Watchman 


CLASS  TITLE:   STAGE  DOORMAN  CODE:   8216 

CHARACTERSITICS  OF  THE  CLASS: 

Under  general  supervision,  screens  persons  entering  the  opera  house 
stage  door;  relays  and  receives  messages  for  performers;  acts  as  watchman 
in  patrolling  buildings  and  grounds;  and  performs  related  duties  as 
required. 

Requires  responsibility  for  making  regular  routine  contacts  with 
performs,  departmental  personnel  and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Screens  persons  entering  opera  house  stage  door  and  ascertains 
the  nature  of  their  business. 

2.  Prohibits  unauthorized  persons  from  entering  the  dressings  rooms 
or  other  restricted  areas  of  the  opera  house. 

3.  Relays  and  receives  messages  for  performers  and  assists  them  in 
related  ways. 

h.      Inspects  dressing  rooms  and  other  backstage  areas  for  fire 
hazards  and  takes  necessary  corrective  action. 

5.   Acts  as  watchman  and  patrols  buildings,  parking  areas  and 
adjacent  grounds. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 
supplemented  by  one  /ear  of  experience  as  a  watchman  involving  some 
public  contact;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   deal  tact- 
fully and  courteously  with  artistic  performers  and  the  general  public; 
remain  alert  at  all  times  and  react  quickly  and  calmly  in  emergencies. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Watchman 

Original  entrance  examination 


CLASS  TITLE:   SERGEANT -AT-ARMS  CODE:   8220 

CHARACTERS ITICS  OF  THE  CLASS: 

Under  supervision,  is  responsible  for  maintaining  order  at  meetings 
of  the  board  of  supervisors  and  its  committees;  performs  routine  clerical 
and  office  work;  and  performs  related  duties  as  required. 

Requires  limited  responsibilit  '  for  routine  contacts  with  city 
emplo/ees  and  persons  attending  meetings. 

EXAMPLES  OF  DUTIES: 

1.  Assures  meeting  chambers  are  in  order  prior  to  meetings  of  the 
board  and  its  committees. 

2.  Attends  meetings  and  assures  that  persons  attending  meeting 
conduct  themselves  in  an  orderly  manner. 

3.  Provides  a  variety  of  routine  services  to  committee  and  board 
members  when  requested. 

h.      Delivers  stencils  for  duplication  and  assembles  finished 
material;  collects  and  distributes  mail;  accompanies  official  records 
when  they  are  required  to  be  outside  the  offices  of  the  board. 

5.   Sets  up  and  operates  public  address  and  recording  equipment  for 
board  meetings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  par- 
liamentary procedures;  clerical  and  office  routines. 

Requires  ability  to:   deal  effectivel/  and  courteously  with 
employees  and  the  general  public;  apply  mature  judgment  in  cases  of 
disturbances  at  various  meetings. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   ARMORED  TRUCK  GUARD  CODE:   8222 

CHARACTERSITICS  OF  THE  CLASS: 

Under  immediate  supervision,  assists  in  picking  up  and  delivering 
cash  and  other  valuables  between  various  transit  divisions;  and  performs 
related  duties  as  required. 

Nature  of  work  requires  considerable  physical  effort  in  the  lifting 
and  transporting  of  money  vaults . 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  guard  during  entire  time  assigned  to  money  truck  includ- 
ing loading  and  unloading  and  must  maintain  constant  vigilance  to  assure 
safe  transit  of  money  and  other  valuables. 

2.  Assists  in  loading  and  unloading  armored  money  truck  in  regularly 
scheduled  and  emergency  or  special  pickups  and  deliveries  throughout  the 
municipal  transit  system. 

3.  Assists  in  loading  and  unloading  money  vaults  at  the  various 
divisions  and  delivering  to  the  money  room. 

h.     May  assist  in  money  room,  as  needed,  in  counting  and  checking 
money. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  b/  one  /ear  of  general  guard  or  watchman  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  and  alertness  in 
safeguarding  money  and  valuables. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 
Watchman 


CLASS  TITLE:   MUSEUM  GUARD  CODE:   8226 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  protects  and  guards  life  and  property  within  a 
museum;  gives  general  information  and  directions  to  visitors;  performs 
incidental  janitorial  work  in  connection  with  the  upkeep  and  care  of 
galleries  and  exhibits;  and  performs  related  duties  as  required. 

Requires  responsibility  for;   following  established  rules  and 
procedures  relating  to  security  activities;  continuing  routine  contacts 
with  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Patrols  or  stands  guard  in  an  assigned  area  of  a  museum;  pro- 
tects exhibits,  occupants  and  buildings  from  theft,  damage,  accidents 
and  fire;  enforces  rules  and  regulations  governing  conduct  of  the  public 
with  relation  to  the  building,  exhibits  and  grounds;  submits  reports  on 
the  condition  of  exhibits,  equipment  failures  and  unusual  happenings  or 
hazardous  conditions. 

2.  Receives  visitors  and  answers  questions  regarding  the  location 
of  paintings,  exhibits  and  general  information  about  the  museum, 

3.  Performs  incidental  janitorial  duties  necessary  for  the  proper 
appearance  of  the  assigned  station;  sweeps  floors;  dusts  furniture,  pol- 
ishes glass  exhibit  cases. 

It,  During  emergencies,  may  occasionally  perform  a  variety  of 
duties  in  assisting  in  the  installation  and  removal  of  temporary  exhibits. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  two  years  of  experience  as  a  watchman  or  guard,  includ- 
ing some  public  contact  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   enforce 
rules  and  regulations  governing  conduct  of  the  public  with  relation  to  val- 
uable exhibits  and  public  property;  demonstrate  a  neat  and  courteous 
appearance  to  the  visitors  of  the  museum. 

PROMOTIVE  LINES: 

To:   Senior  Museum  Guard 

Fr  om :  Wat  chman 

Original  Entrance  Examination 


CLASS  TITLE:   SENIOR  MUSEUM  GUARD  CODE:  8228 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  supervising  the  overal 
security  operations  of  a  museum;  supervises  the  general  cleaning  of 
exhibits  and  floor  areas;  serves  as  relief  guard;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   carrying  out  and  assisting  in  the 
enforcement  of  the  museum's  security  program;  making  continuous  routine 
contacts  with  patrons  of  the  museum. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  training,  assigning  and  supervising  museum  guards 
in  the  enforcement  of  rules  and  regulations  governing  conduct  of  the 
public  with  relation  to  the  building,  exhibits  and  grounds;  patrols 
galleries  to  insure  security  and  protection  of  exhibits. 

2.  Assists  the  visiting  public  in  locating  paints  and  exhibits 
and  answers  general  questions  relating  to  the  museum  and  works  of  art. 

3.  Supervises  a  crew  of  guards  in  their  daily  general  cleaning 
duties;  inspects  guards  and  their  assigned  duty  stations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  grammar  school, 

supplemented  by  four  years  of  experience  as  a  watchman  or  guard, 

including  some  public  contact  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
the  practices  and  procedures  involved  in  the  security  of  museum 
exhibits;  the  location  of  various  museum  exhibits. 

Requires  ability  to:   supervise  the  enforcement  of  rules  and 
regulations  governing  conduct  of  the  public  with  relation  to  the 
building,  exhibits  and  grounds;  deal  tactfully  but  firmly  with  museum 
visitors. 

PROMOTIVE  LINES: 

To:   Chief  Museum  Guard 

From:   Museum  Guard 


CLASS  TITLE:   CHIEF  MUSEUM  GUARD  CODE:   :230 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction  trains,  assigns  and  directs  the  work  of  the  museum 
guard  force;  receives  and  attends  to  complaints  from  the  general  public; 
inspects  buildings,  grounds  and  exhibits  for  compliance  with  security 
and  maintenance  standards;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   coordinating  and  enforcing  the 
museum's  security  program;  making  regular  responsible  contacts  with 
museum  patrons  and  staff. 

EXAMPLES  OF  DUTIES: 

1.  Instructs,  trains  and  maintains  discipline  of  museum  guards; 
assigns  duty  stations  and  cleaning  duties  and  inspects  galleries  for 
proper  upkeep  and  general  condition  of  the  area;  establishes  vacation 
and  work  schedules;  patrols  museum  building  and  surrounding  grounds  to 
insure  compliance  with  security  standards;  assigns  guards  to  special 
assignments  involving  the  maintenance,  installation  and  storage  of 
exhibits . 

2.  Attends  to  all  emergency  situations  in  the  museum  and  directs 
the  proper  course  of  action;  receives  and  answers  complaints  and  unusual 
questions  from  the  general  public;  consults  with  superiors  on  complex 
problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  six  years  of  experience  as  a  watchman  or  guard,  in- 
cluding public  contact  and  supervisory  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  the  practices"  and  procedures  involved  in  the  security  of  museum 
exhibits;  the  location  and  general  information  concerning  exhibits. 

Requires  ability  to:   instruct,  assign  and  supervise  a  museum 
guard  force  in  the  enforcement  of  rules  and  regulations  governing 
conduct  of  the  public  with  relation  to  the  building,  exhibits  and 
grounds;  deal  tactfully  but  firmly  with  museum  visitors. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Senior  Museum  Guard 


CLASS  TITLE:   FIRE  ALARM  DISPATCHER  CODE:   82 3U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  during  an  assigned  shift,  is  responsible 
for  dispatching  fire  apparatus  and  other  equipment  in  cases  of  fires  or 
emergencies;  and  performs  related  duties  as  required. 

Requires  responsibility  for  maintaining  routine  records  of  fire 
calls  and  the  movement  of  fire  apparatus  and  similar  emergency  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Receives  telephone  reports  of  fires  and  other  emergencies  and 
dispatches  appropriate  equipment  through  the  use  of  telephone  radio  or 
telegraph  key. 

2.  Receives  box  alarms  and  transmits  alarms  to  fire  houses;  trans- 
mits extra  alarms  or  requests  for  special  apparatus  to  firehouses. 

3.  Makes  regular  tests  of  all  box  and  alarm  circuits;  uses  tele- 
graph keyin  detecting  location  of  circuit  difficulties;  dispatches 
repairmen  to  locate  and  repair  breakdowns  in  fire  alarm  circuits. 

U.  Makes  minor  or  temporary  repairs  to  station's  electrical  equip- 
ment and  circuits;  activates  emergency  power  equipment  when  required, 

5.   Maintains  sta+ion  log  of  all  activities  during  assigned  shift. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  one  year  of  experience  in  the  operation  of  telegraph 
instruments,  including  experience  in  the  maintenance  and  repair  of  electi- 
cal  circuits;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
operation  and  maintenance  of  fire  alarm  and  telegraph  equipment;  city 
streets  and  fire  company  locations;  the  american  morse  code. 

Requires  ability  to:   follow  oral  and  written  instruction;  maintain 
ordinary  operating  records;  make  quick  decisions  and  use  good  judgment 
in  the  handling  of  fire  alarms  and  the  dispatching  of  appropriate  equip- 
ment . 

Requires  skill  in  the  operation  of  a  telegraph  key  and  fire  alarm 
and  radio  dispatching  equipment. 

PROMOTIVE  LINES: 

To:   Chief  Fire  Alarm  Dispatcher 

From:   Original  Entrance  Examination 


CLASS  TITLE:   CHIEF  FIRE  ALARM  DISPATCHER  CODE:   8236 

CHARACTERISTICS  OF  THE  CLASS : 

Under  general  direction,  is  responsible  for  the  proper  dispatching 
of  all  fire  and  emergency  apparatus  in  answering  fire  and  other  emergency- 
alarms;  plans,  assigns  and  supervises  the  work  of  subordinate  personnel 
engaged  in  such  activities 3  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  existing 
methods  and  procedures  in  connection  with  dispatching  fire  apparatus  and 
emergency  equipment;  making  occasional  contacts  with  other  departmental 
personnel  in  connection  with  fire  alarm  dispatching  matters;  supervising 
the  preparation  and  maintenance  of  ordinary  operating  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  tour-cf-duty  schedules  for  subordinate  dispatchers; 
observes  and  supervises  the  dispatching  of  equipment  for  adherence  to 
departmental  rules  and  procedures. 

2.  Supervises  the  maintenance  of  all  records  and  statistics 
pertaining  to  fire  department  response  to  fires;  prepares  summaries  of 
equipment  dispatched  and  repairs  and  tests  made  to  the  fire  alarm 
system. 

3.  Trains  new  fire  dispatchers  in  the  use  of  fire  alarm  equipment 
and  methods  of  testing  related  equipment;  supervises  the  testing  of  all 
fire  alarm  equipment. 

MINIMUM  REQUIREMENTS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  three  years  of  experience  as  a  fire  alarm  dispatcher; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   the  fire  alarm  system  and  equipment  of  the  city;  streets  and  fire 
station  locations;  fire  department  rules  and  regulations  covering  the 
handling  of  fire  apparatus;  the  methods  and  techniques  used  in  testing 
electrical  circuits  and  making  related  adjustments. 

Requires  ability  to:   plan,,  assign  and  supervise  the  work  of  sub- 
ordinate employees;  maintain  operating  records  and  prepare  related 
reports;  make  quick  decisions  and  use  good  judgment  in  the  handling  of 
emergency  situations, 

Requires  considerable  skill  in  testing,  operations  and  maintenance 
of  fire  alarm  systems  and  circuits. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Fire  Alarm  Dispatcher 


CLASS  TITLE:   TRANSPORTATION  COORDINATOR  CODE:   82i;0 

(DISASTER  CORPS) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  planning  utilization 
of  surface  transportation  in  case  of  emergency  or  major  disaster,  in- 
cluding the  use  of  existing  transportation  facilities  in  cases  where 
evacuation  may  be  necessary;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  explaining  and  assist- 
ing in  the  development  of  methods  and  procedures  relative  to  civil 
defense  and  disaster  corps  transportation  activities;  making  regular 
contacts  with  the  general  public,  representatives  of  business  firms 
and  outside  organizations  in  connection  with  transportation  activities; 
gathering,  preparing  and  maintaining  information,  records  and  reports 
relative  to  transportation  activities. 

EXAMPLES  OF  DUTIES: 

1.  Contacts  and  works  with  representatives  of  private  industry 
and  business  firms  in  connection  with  the  registration  and  identifica- 
tion of  various  types  of  mobile  equipment  for  possible  utilization  in 
transporting  materials,  supplies  and  citizens  in  cases  of  national 
emergency  or  local  disaster. 

2.  Attends  and  participates  in  various  meetings  and  discussion 
involving  transportation  needs  and  uses  for  possible  evacuation  of 
the  city  in  times  of  disaster  or  national  emergency. 

3.  Assists  in  coordinating  evacuation  plans  with  various  civic 
and  government  agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
experience  in  the  scheduling,  utilization  and  operation  of  diversified 
transportation  fleets;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  uses  and  capabilities  of  a  wide  variety  of  automotive  equip- 
ment; vehicle  scheduling  and  utilization  in  the  mass  movement  of 
materials,  supplies  and  personnel  utilizing  surface  transportation 
facilities. 

Requires  considerable  ability  to:   meet  and  deal  effectively  with 
civic,  industrial  and  business  groups  in  connection  with  planning  and 
coordinating  the  use  of  transportation  equipment;  speak  effectively 
before  various  groups  in  connection  with  planning  and  coordinating 
the  use  of  transportation  equipment;  speak  effectively  before  various 
groups  in  connection  with  civil  defense  and  disaster  transportation 
planning. 


CLASS  TITLE:   TRANSPORTATION  COORDINATOR  CODE:   82I4O 

(DISASTER  CORPS) 
(Continued) 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   MEDICAL  COORDINATOR  (DISASTER  CORPS)         CODE:   82^2 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  carrying  out  liaison 
activities  in  connection  with  medical  and  health  disaster  and  civil 
defense  planning;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  explaining  first-aid 
and  health  methods  and  techniques  relative  to  disaster  and  civil  defense 
activities;  making  regular  contacts  with  other  departmental  personnel, 
outside  agencies  and  the  general  public  in  connection  with  the  medical 
aspects  of  disaster  and  civil  defense  activities;  gathering  and  preparing 
information  on  first-aid  and  health  activities  and  maintaining  records 
and  reports  related  to  such  activities. 

EXAMPLES  OF  DUTIES: 

1.  Meets  and  works  with  health  and  medical  personnel  in  connection 
with  establishing  volunteer  groups  of  professional  and  sub-professional 
people  for  assignment  and  use  in  cases  of  emergencies  or  major  disaster. 

2.  Studies  and  reviews  disaster  operational  plans  of  other  areas 
for  possible  application  to  the  city. 

3.  Instructs  volunteer  groups  and  others  in  first-aid  practices  and 
techniques  particularly  as  applied  to  civil  defense  work. 

U.   Speaks  before  various  civic,  church  and  fraternal  groups  on 
first-aid  and  health  matters  and  conducts  showings,  demonstrations,  movies 
and  practice  drills. 

5".  Maintains  inventory  and  records  the  distribution  and  location  of 
medical  and  first-aid  requirements  and  supplied  stock  piled  for  disaster 
and  civil  defense  use. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented  by  at  least  five  years  of  progressively  responsible  experience  in 
practicing  and  instructing  on  first-aid  principles  and  techniques;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   first- 
aid  and  health  problems  likely  to  occur  during  major  disasters  and  emer- 
gencies; the  practical  application  of  first-aid  techniques  to  such  emer- 
gencies or  disasters. 

Requires  ability  to:   speak  effectively  on  the  first-aid  and  health 
aspects  of  emergencies  and  disasters;  work  closely  with  volunteer  groups 
in  enlisting  interest  and  support  for  first-aid  and  health  aspects  of 
civil  defense  work. 

Requires  considerable  skill  in  instructing  in  the  methods  and 
techniques  of  first-aid  and  rescue  work. 


CLASS  TITLE:   MEDICAL  COORDINATOR  (DISASTER  CORPS)  CODE:   822*2 

(Continuel) 

PROMOTIVE  LINES: 

To:   No  Normal  Lines  of  Promotion 

From:   Emergency  Hospital  Booking  Steward 
Ambulance  Steward 


CLASS  TITLE:   PUBLIC  INFORMATION  COORDINATOR  CODE:   82UU 

(DISASTER  CORPS) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  collection,  pre- 
paration and  release  of  publicity  and  instructions  in  connection  with 
civil  defense  and  disaster  corps  planning  and  operations;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  carrying  out  and 
assisting  in  the  development  of  public  information  methods  and  pro- 
cedures relative  to  civil  defense  and  disaster  corps  matters;  making 
regular  contacts  with  a  variety  of  information  outlets,  organizations 
and  the  public  relative  to  dissemination  and  publication  of  information 
on  civil  defense  and  disaster  corps  activities;  accumulating,  assemb- 
ling and  preparing  data  and  information  relative  to  the  public  informa- 
tion aspects  of  civil  defense  and  disaster  corps  planning. 

EXAMPLES  OF  DUTIES: 

1.  Collects,  evaluates  and  prepares  releases  on  the  various 
aspects  of  civil  defense  activities  for  distribution  and  dissemination 
by  common  information  media. 

2.  Prepares  spot  announcements  for  radio  and  television  presenta- 
tion relative  to  civil  defense  activities. 

3.  Is  responsible  for  the  preparation  of  the  calendar  of  civil 
defense  events  for  newspaper  publications;  assembles  information  and 
data  and  prepares  same  for  news  letter  publication. 

h.     Arranges  a  variety  of  meetings  and  programs  for  presentation 
before  various  civic,  business  and  fraternal  groups  in  connection  with 
providing  information  and  giving  instructions  on  civil  defense  matters; 
personally  appears  and  speaks  before  such  groups. 

5.  Provides  information  to  the  general  public,  organizations, 
newspapers  and  others  on  all  phases  of  civil  defense  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  journalism,  public  relations  or  closely  related  fields. 

Requires  two  years  of  experience  in  news  reporting  or  similar 
work  involving  collection  and  dissemination  of  news  and  information; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  techniques,  processes  and  procedures  involved  in  the  collection 
and  dissemination  of  information  and  data  for  public  use;  the  installa- 
tion and  facilities  available  for  publication  and  release  of  information 
to  the  public. 

Requires  considerable  ability  to:   speak  effectively  before  various 
groups  and  provide  information  in  a  clearly  understandable  manner; 
speak  and  write  effectively  over  a  wide  range  of  material  and  data 
related  to  civil  defense  activities. 


GLASS  TITLE:   PUBLIC  INFORMATION  COORDINATOR  CODE:  82l;U 

(DISASTER  CORPS) 
(Continued) 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion:  position  exempt  from  examination. 


CLASS  TITLE:   DISASTER  CORPS  DIRECTOR  CODE:   821*6 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  planning, 
staffing,  coordinating  and  directing  the  various  services,  activities  and 
elements  of  the  civil  defense  and  disaster  corps;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies  and  procedures  necessary  to  development,  implementa- 
tion and  continuation  of  civil  defense  and  disaster  activities;  making 
continuing  responsible  contacts  with  other  governmental  officers,  city 
officials  and  outside  organizations  in  connection  with  civil  defense  and 
disaster  planning  and  operations;  directing  the  preparation  and  mainte- 
nance of  civil  defense  and  disaster  corps  operational,  financial  and 
related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  coordinates  all  phases  of  the  overall  disaster  plan, 
including  public  information,  transportation  and  medical  activities; 
allocates  specific  functions  of  the  disaster  plan  to  various  city 
departments  and  agencies. 

2.  Develops  information  for  the  general  public  as  to  appropriate 
actions  offering  the  greatest  safety  in  cases  of  disaster  and  dissemi- 
nates this  information  by  all  media,  including  the  distribution  of 
leaflets,  speaking  engagements,  drills  in  schools,  churches,  hospitals 
and  places  of  business. 

3.  Conducts  continuing  studies  of  policies  and  civil  defense  plan- 
ning of  other  governmental  agencies  and  coordinates  local  planning 
accordingly. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration  or  a  closely  related  field. 

Requires  at  least  ten  years  of  progressively  responsible  public 
relations  and  administrative  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
the  elements  of  disaster  control  methods  and  procedures  and  the  overall 
concepts  of  civil  defense  and  disaster  planning;  the  facilities,  equip- 
ment and  installations  available  to  assist  and  participate  in  cases  of 
disaster. 

Requires  considerable  ability  to:   plan,  organize  and  develop 
interest  in  civil  defense  planning  and  recruiting  all  types  of  volunteer 
help  to  assist  in  establishing  civil  defense  plans;  plan,  assign  and 
supervise  the  activities  of  subordinate  personnel;  speak  and  write 
effectively  and  meet  and  deal  with  governmental  officials  and  others  in 
establishing  and  coordinating  disaster  planning. 


CLASS  TITLE:  DISASTER  CORPS  DIRECTOR  (Continued)  CODE;   82i;6 

(Continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examination. 


CLASS  TITLE:   POLICE  IDENTIFICATION  CLERK  CODE:   82^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  classifies  and  identifies  fingerprint 
impressions;  maintains  and  searches  fingerprint  files;  completes  and  types 
identification  record  cards,  forms  and  statistical  reports;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out  prescribed  procedures  in 
the  classification  and  identification  of  fingerprint  impressions,  the 
preparation  of  related  records  and  maintenance  of  files;  making  regular 
contacts  with  law  enforcement  officers  requesting  identification  inform- 
ation and  civilians  requesting  fingerprint  services. 

EXAMPLES  OF  DUTIES: 

1.  Classifies,  compares  and  searches  fingerprint  impressions  for 
purposes  of  identifying,  recording  and  filing. 

2.  Maintains,  files  and  searches  the  various  file  systems  in  the 
bureau  of  identification. 

3.  Rolls  fingerprint  impressions  of  civilian  applicants. 

It.   Types  fingerprint  cards,  identification  records  and  departmental 
correspondence;  completes  application  forms  and  other  printed  forms; 
maintains  work  sheets  and  other  statistical  records. 

5.  Transmits  authorized  information  to  approved  persons  via 
telephone,  correspondence  or  at  department  counter. 

6.  Cuts  stencils  and  operates  routine  office  machines. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  "by  training  in  modern  fingerprint  identification 
techniques  and  procedures  and  three  years  of  increasingly  responsible 
office  experience  involving  the  preparation  and  maintenance  of  criminal 
identification  files  and  fingerprint  records;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
fingerprint  analysis  and  classification  techniques;  general  office 
procedures  and  practices  and  modern  filing  methods. 

Requires  ability  and  skill  to:   apply  a  detailed  knowledge  of  the 
henry  system  of  fingerprint  classification;  maintain  records  and  files; 
operate  various  types  of  office  duplicating  machines  including  typing. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Clerk 

Clerk-Typist 

Original  entrance   examination 


CLASS  TiTLE:   POLICE  RANGEMASTER  CODE:   82^U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  operation  of  the  police 
pistol  range;  supervises  subordinate  personnel  engaged  in  the  training 
of  police  recruits  in  the  use  and  care  of  firearms;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relative  to  the  operation  of  the 
pistol  range;  making  regular  contacts  with  other  departmental  personnel 
engaged  in  the  use  and  operation  of  the  range;  preparing  and  supervising 
the  preparation  of  operational  and  activity  reports  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  in-service  training  of  police  recruits  in  the 
safe  operation  and  care  of  all  types  of  firearms  and  other  weapons  used 
in  law  enforcement  work  and  an  intensive  course  of  marksmanship; 
schedules  the  practice  and  pistol  requalification  of  appropriate 
departmental  personnel  and  the  in-service  training  activities  involving 
the  use  of  special  weapons. 

2.  Coordinates  the  activities  of  outside  law  enforcement  agencies 
using  the  range  for  instructional  purposes;  conducts  intra-departmental 
pistol  matches  and  supervises  the  conduct  of  civilian  matches  held  at 
the  range . 

3.  Supervises  the  inspection,  maintenance  and  repair  of  various 
weapons  at  police  stations  and  arsenals  and  the  reloading  of  related 
ammunition. 

h.      Prepares  and  supervises  the  preparation  and  compilation  of 
pistol  scores  and  standings  of  all  members  of  the  department  and  range 
operating  and  activity  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
experience  involving  the  maintenance,  care  and  use  of  a  wide  variety 
of  firearms  and  weapons  particularly  as  used  in  law  enforcement  work, 
including  at  least  one  year  of  responsible  supervisory  experience; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  characteristics  and  uses  of  a  wide  variety  of  firearms  and 
other  weapons,  including  those  utilizing  tear  gas;  the  reloading  and 
care  of  ammunition;  the  safety  rules  and  regulations  governing  the 
operation  of  a  pistol  range. 

Requires  ability  to:   plan,  assign  and  supervise  the  work  of 
subordinate  personnel;  conduct  and  instruct  a  comprehensive  training 
program  in  the  use  of  firearms  and  other  law  enforcement  weapons; 
maintain  effective  working  relationships  with  other  departmental 
personnel  and  outside  organizations;  prepare  and  supervise  the 
preparation  of  operational  and  activity  records  and  reports. 


CLASS  TITLE:   POLICE  RANGEMASTER  (continued)  CODE:   82^U 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   POLICE  MOTOR  VEHICLES  INSPECTOR  CODE:   82^6 

CHARACTERISTICS  OF  THE  CLASS : 

Under  direction,,  is  responsible  for  the  inspection,  maintenance  and 
repair  of  all  police  motor  vehicles;  instructs  new  personnel  in  the 
operation  of  departmental  equipment;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relative  to  the  maintenance,  oper- 
ation and  repair  of  police  motor  vehicles;  making  regular  contacts 
with  other  departmental  personnel,  manufacturers1  representatives  and 
outside  organizations  relative  to  all  phases  of  vehicle  maintenance 
and  operations;  preparing  and  supervising  the  preparation  and  maintenance 
of  detailed  operational  records  and  reports, 

EXAMPLES  OF  DUTIES? 

1.  Inspects  malfunctioning  vehicles,  determines  the  need  for 
repair  or  maintenance  and  arranges  for  such  service  through  appropriate 
city  departments  or  outside  contractual  agencies, 

2.  Instructs  new  personnel  in  the  operation  of  departmental 
vehicles  and  makes  recommendation  upon  their  ability  to  adequately 
handle  such  vehicles, 

3.  Prepares  requisitions  and  budget  requests  for  supplies, 
equipment  and  materials  necessary  to  the  maintenance  and  repair  of 
departmental  vehicles;  analyzes  and  makes  recommendations  of  various 
operating,  maintenance  and  repair  problems  of  vehicles, 

h.      Confers  with  manufacturers'  representatives  in  connection  with 
improvements  or  alterations  in  automotive  equipment  necessary  to 
resolve  recurring  mechanical  failure  problems;  inspects  vehicles  and 
makes  recommendations  for  the  replacement  of  such  vehicles  and  for 
changes  in  types  of  equipment  to  meet  the  varying  needs  of  the 
department, 

5.  Maintains  and  supervises  the  maintenance  of  operating 
records,  including  detailed  cost  sheet  for  each  vehicle,  gasoline 
consumption,  mileage  and  vehicle  maintenance  and  repair  records. 

MINIMUM  QUALIFICATIONS s 

g  and  Experience;   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
experience  in  the  maintenance,  repair  and  operation  of  a  variety  of 
automotive  vehicles  and  equipment;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills;  Requires  considerable  knowledge 
of:   the  service,  maintenance  and  operation  requirements  of  motor 
vehicles  particularly  passenger  automobiles  and  motorcycles, 


CLASS  TITLE:   POLICE  MOTOR  VEHICLES/INSPECTOR  CODE:   82$6 

( continued) 

Requires  ability  to:   analyze  and  determine  the  causes  of 
mechanical  failure  and  malfunctions  in  motor  vehicles:  supervise  and 
instruct  others  in  the  techniques  of  vehicle  operation;  evaluate  and 
make  recommendations  on  characteristics  of  new  vehicles  and  equipment; 
prepare  and  maintain  detailed  operating  records  and  reports. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   ASSISTANT  CRIMINALIST  CODE:   8260 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  examines  and  evaluates  physical  evidence  in  con- 
nection with  criminal  investigations;  prepares  reports  of  findings; 
gives  expert  testimony  in  court;  assists  in  supervising  the  activities 
of  the  crime  laboratory;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  standards  and  methods  of  the  police  crime  laboratory: 
making  continuous  contacts  with  police  personnel  assigned  to  laboratory; 
preparing  detailed  and  complex  reports  on  laboratory  evaluations. 

EXAMPLES  OF  DUTIES: 

1.  Searches  for  and  isolates  microscopic  debris  of  importance  in 
criminal  cases  and  further  examines  these  materials  with  specialized 
equipment  and  tests;  ascertains  the  physical  and  chemical  properties  of 
the  debris;  compares  these  properties  with  other  known  specimens. 

2.  Conducts  examinations  of  documentary  evidence  involving 
comparisons  of  handwriting  and  chromatographic  analysis  of  ink  through 
examination  of  typewritten  materials  and  utilization  of  photographic 
and  chemical  techniques. 

3.  Examines  suspected  blood  and  semen  stains  using  chemical, 
photographic,  immunological  and  crystallagraphic  techniques  for  the 
confirmation  of  stains  and  identification  factors. 

U.   Conducts  firearms  tests  and  makes  detailed  analysis  of  bullets 
and  cartridge  cases;  examines  properties  for  tool  marks  and  ascertains 
the  types  of  tools  used  in  the  commission  of  the  crime;  searches  for 
and  removes  fingerprints,  palmprints  and  shoe  impressions;  reconstructs 
partially  disintegrated  materials  to  determine  features  of  manufacture 
and  incidental  characteristics;  conducts  a  variety  of  tests  to  determine 
the  presence  and  nature  of  narcotics,  drugs  and  dangerous  chemicals, 

5.  Evaluates  findings  of  laboratory  examinations  and  comparisons 
and  prepares  required  reports  with  conclusions;  testifies  on  findings 
in  courts,  grand  jury  investigations  and  coroner's  inquests, 

6.  Assists  in  the  supervision  of  examinations  conducted  in 
laboratory;  acts  for  the  supervisor  in  his  absence  and  directs  the 
operations  of  the  crime  laboratory. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  criminalistics,  chemistry,  physics  or  a  closely  related  field. 

Requires  two  years  of  professional  experience  in  a  general 
criminalistic  laboratory;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   current  methods  and  techniques  used  in  crime  laboratory  analysis 
of  various  types  of  evidence;  the  principles  of  forensic,  organic  and 
inorganic  chemistry  and  physiology. 


CLASS  TITLE:  ASSISTANT  CRIMINALIST  (continued)  CODE:   8260 

Requires  ability  to:   make  definitive  analyses  of  evidence  by 
physical  and  chemical  tests;  exercise  an  objective  attitude  toward  the 
functions  of  laboratory  examinations  and  findings  in  relation  to  criminal 
investigation  and  their  use  in  law  enforcement  and  prosecution  of 
criminal  cases. 

Requires  skill  in  the  application  of  modern  principles  and  practices 
of  criminalistics  and  the  use  of  a  wide  variety  of  laboratory  and 
related  specialized  equipment. 

PROMOTIVE  LINES: 

To:   Criminalist 

From:   Original  entrance  examination 


CLASS  TITLE:   CRIMINALIST  CODE:   8262 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  supervising  the  operations  of 
the  police  criminal  laboratory;  examines  and  evaluates  physical  evidence 
in  connection  with  the  investigation  of  criminal  acts;  and  performs 
related  duties  as  required, 

Requires  considerable  responsibility  for:   developing,  interpreting 
and  coordinating  policies,  procedures  and  methods  relative  to  operations 
of  the  crime  laboratory;  making  responsible  contacts  with  other  depart- 
mental personnel  and  law  enforcement  agencies  in  connection  with  crime 
laboratory  activities;  supervising  the  preparation  and  maintenance  of 
detailed  and  complex  laboratory  reports,  files  and  statistical  records 
of  cases  handled. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  supervises  the  activities  of  subordinate 
laboratory  personnel;  coordinates  laboratory  services  with  the  various 
details  requiring  such  services. 

2.  Plans  for  and  requisitions  laboratory  equipment  and  supplies; 
prepares  cost  estimates  and  budget  estimates  for  new  equipment  and 
materials. 

3.  Examines  a  wide  variety  of  physical  evidence  found  at  the 
scene  of  crimes  through  the  use  of  a  variety  of  scientific  methods  to 
determine  the  physical  characteristics  of  such  evidence;  prepares 
exhibits  and  gives  expert  testimony  in  court  as  to  the  results  of 
examinations  of  physical  evidence. 

h.      Reviews  and  analyzes  various  methods  and  techniques  relative 
to  the  evaluation  of  evidence  submitted  in  specific  types  of  cases; 
visits  the  scene  of  crimes,  searches  for  and  collects  physical 
evidence. 

5,   Instructs  subordinate  personnel  and  others  in  the  proper 
method  of  handling  evidence  and  in  the  processing  of  information 
obtained  from  examination  of  such  evidence, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  criminalistics,  chemistry,  physiology  or  a  closely  related 
field, 

Requires  six  years  of  professional  experience  in  a  general 
criminalistic  laboratory,  including  two  years  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive 
knowledge  of:   the  methods  and  techniques  of  criminal  investigation 
particularly  as  apolied  to  the  handling  of  physical  evidence;  the 
methods  and  techniques  used  in  laboratory  analyses  of  various  types 
of  evidence;  the  principles  of  forensic,  organic  and  inorganic 
chemistry  and  physiology. 


CLASS  TITLE:   CRIMINALIST  (continued)  CODE:   8262 

Requires  considerable  ability  to:   assign,  supervise  and  review  the 
work  of  subordinate  personnel;  make  detailed  analyses  of  evidence  by 
physical  and  chemical  test  methods. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Assistant  Criminalist 

Original  entrance  examination 


CLASS  TITLE:   SHERIFF'S  PROPERTY  KEEPER  CODE:   8301 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  seizing  and  guarding 
property  under  attachment,  execution  or  other  legal  processes;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   explaining  and  enforcing  existing 
methods  and  procedures  relative  to  the  seizure  and  custody  of  proper- 
ties; making  regular  contacts  with  the  general  public  in  connection 
with  executing  legal  processes  of  property  seizure;  preparing  and 
maintaining  inventories  and  other  records  relating  to  property  seizures. 

EXAMPLES  OF  DUTIES: 

1.  Seizes  and  guards  property  of  all  types  under  attachment, 
execution  and  other  processes  of  the  courts  and  sheriff's  office. 

2.  Inventories  properties  seized  and  supervises  removal  of  proper- 
ty to  sheriff's  warehouse;  seizes  money  and  receipts  of  businesses, 
issues  receipts  and  accounts  for  such  funds. 

3.  Guards  properties  and  prevents  the  unauthorized  removal  of 
property  under  levy;  maintains  possession  of  machinery  and  equipment 
pending  removal  to  storage. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to  exercise 
good  judgment,  firmness  and  tact  in  dealing  with  the  general  public  on 
property  seizure  matters. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Deputy  Sheriff 

From:   Original  entrance  examination 


CLASS  TITLE:   JAIL  MATRON  CODE:   8302 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  conduct  of  female 
prisoners  in  the  city  jail;  searches  new  prisoners  and  accounts  for 
their  personal  property;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   strict  enforcement  of  regulations 
and  procedures  concerned  with  the  custody  of  female  prisoners;  making 
regular  contacts  with  law  enforcement  officers  and  other  authorized 
visitors  to  jail  facilities;  the  custody  of  alcoholic  and  other 
emotionally  disturbed  prisoners,  involving  a  hazard  of  physical 
violence;  maintaining  accurate  records  of  watch  activities. 

EXAMPLES  OF  DUTIES: 

1.  Checks  prisoners  when  arriving  on  watch;  searches  all  priso- 
ners received,  places  their  valuables  in  safekeeping  and  makes  out 
property 'slips;  records  in  watch  report,  calendar,  and  index  book  the 
najne  and  disposition  of  each  prisoner  received  and  discharged. 

2.  Opens  cell  doors  to  release  prisoners  for  interviews  with 
law  enforcement  officers  and  other  authorized  persons;  controls  the 
movement  of  prisoners  during  meal  time,  recreation  and  other  activi- 
ties; makes  rounds  of  cells  to  observe  the  conduct  of  prisoners  and 
calls  p©lice  officers  for  assistance  when  necessary. 

3.  Accompanies  doctor  on  his  rounds  of  the  jail  and  dispenses 
authorized  medications;  maintains  records  of  venereal  disease  cases 
and  signs  quarantine  forms. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   control 
prisoners  individually  and  in  groups  and  deal  with  them  on  a  fair 
and  impartial  basis;  remain  alert  at  all  times  and  react  quickly 
and  calmly  in  an  emergency;  maintain  routine  records. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Original  entrance  examination 


CLASS  TITLE:   DEPUTY  SHERIFF  CODE:   830I4. 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  the  work  and  conduct  of  inmates 
in  county  jails;  transports  prisoners  to  state  institutions;  serves  as 
relief  courtroom  bailiff;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   strict  enforcement  of  regulations  and 
procedures  concerned  with  the  custody  and  transportation  of  prisoners; 
making  regular  contacts  with  other  law  enforcement  agencies,  courts, 
hospitals  and  state  institutions;  the  transportation  and  custody  of  pris- 
oners and  psychiatric  cases  involving  continuous  hazard  of  physical  vio- 
lence. 

EXAMPLES  OF  DUTIES: 

1.  Guards  prisoners  and  maintains  order  in  county  jails,  checks 
windows,  doors  and  gates  for  security;  stands  tower  and  gate  watch  to 
regulate  the  movement  of  persons  and  vehicles;  inspects  cells,  observes 
inmates  activities;  distributes  prescribed  medication  to  inmates;  reports 
infractions  of  institution  rules  and  takes  prescribed  disciplinary  actidn; 
supervises  the  distribution  of  food  in  to  inmates  and  maintains  order  dur- 
ing meals;  censors  and  distributes  inmate  mail. 

2.  Receives,  strips  and  performs  complete  inspection  of  prisoners; 
collects  and  inspects  personal  articles,  clothing  and  money,  and  issues 
receipts  to  inmates;  issues  prison  clothing;  supervises  inmate  work 
crews  and  individual  prisoners  engaged  in  culinary,  laundry,  janitorial, 
stock  handling,  garage,  farm  and  other  prison  details. 

3.  Guards  prisoners  in  courtrooms,  hospital  and  enroute  to  state 
institutions;  operates  a  variety  of  motor  vehicles  in  the  transportation 
of  inmates. 

I4..  Assists  in  the  booking  and  releasing  of  prisoners;  does  incident- 
al clerical  work  in  maintaining  records  of  prison  and  commissary  supplies 
and  in  the  recording  of  inmate's  history  and  jail  acticities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  ability  to:   deal 
tactfully  and  courteously  with  the  public;  control  prisoners  individ- 
ually and  in  groups  and  deal  with  them  on  a  fair  and  impartial  basis;  re- 
main alert  at  all  times  and  react  quickly  and  oalmly  in  an  emergency; 
observe  situations  correctly  and  write  reports  on  same  accurately  and 
concisely;  maintain  routine  records  and  reports. 


CLASS  TITLE:   DEPUTY  SHERIFF  CODE:  83OI4 

(Continued) 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Deputy  Sheriff 
Sheriff's  Sergeant 

From:   Original  Examination 


CLASS  TITLE:   SENIOR  DEPUTY  SHERIFF  CODE:   8306 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  as  assigned,  serves  as  bailiff  in  the 
civil,  criminal,  and  juvenile  courtrooms;  receives  and  serves  civil 
processes;  performs  specialized  custodial  duties  in  rehabilitation  and 
detention  facilities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   strict  enforcement  of  courtroom,  civil 
process  and  jail  facility  regulations,  procedures  and  policies;  making 
continuous  contact  with  judges,  attorneys,  jurors,  plaintiffs,  defendants 
and  witnesses,  banks  and  other  business  institutions  and  the  general 
public;  accurate  accounting  of  prisoners'  records,  field  and  courtroom 
proceedings  and  related  information  and  records;  the  transportation  of 
prisoners  and  psychiatric  cases,  involving  a  continuous  hazard  of 
physical  violence. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  jurors  to  assigned  courtroom  and  opens  court  sessions 
after  determining  that  all  parties  are  present;  maintains  adequate 
lighting,  heat  and  ventilation;  maintains  order  by  abating  any  disturbances 
in  or  near  the  courtroom;  receives  and  transmits  to  the  judge  special 
communications  or  materials  for  the  jury  or  trial  proceedings;  guards 
prisoners  and  mentally  ill  persons  in  custody  and  takes  prescribed  action 
in  the  event  of  violent  outburst  or  escape  attempts;  serves  jury  summons 
and  executes  court  orders;  maintains  surveillance  of  jury  room  while  the 
members  are  deliberating;  guards  jury  members  during  recess,  meals,  or 
during  overnight  lock  up  and  prevents  any  attempts  of  influence;  pays 

fees  and  mileage  reimbursements  to  jury  members;  conducts  prisoners 
between  jails  and  courts;  conducts  prisoners  and  juvenile  offenders  to 
state  institutions;  conducts  psychiatric  cases  to  state  hospitals  and 
employs  various  methods  of  restraints  to  avoid  patients  from  inflicting 
harm  to  self  or  others. 

2.  Serves  writs,  orders  and  other  legal  papers  on  business 
establishments,  banks,  and  private  individuals;  checks  all  processes  to 
be  served  for  validity,  form  and  possible  errors;  computes  and  collects 
various  fees,  interest,  mileage,  and  related  charges  for  services 
rendered  to  attorneys  and  others;  prepares  reports  of  service  and  makes 
returns  to  courts  of  original;  seizes  automobiles,  trucks,  trailers, 
motorcycles,  and  other  articles  as  directed  by  the  courts;  executes 
writs  of  possession  and  returns  property  to  plaintiff;  executes  orders 
of  the  court  regarding  real  and  personal  property  entailing  a  search  of 
official  county  records  to  verify  the  description,  location,  and  names 
of  owners  of  property  to  be  attached  or  sold. 

3.  Executes  bench  warrants  and  books  prisoners  on  additional 
charges  when  ordered  by  judge;  prepares  calendar  of  prisoners  in  custody; 
records  court  case  disposition  for  jail  and  police  records;  collects 
fines  assessed  against  defendants. 


CLASS  TITLE:   SENIOR  DEPUTY  SHERIFF  (continued)  CODE:   8306 

h.     Performs  specialized  duties  in  the  rehabilitation  and  detention 
centers,  such  as:   assisting  in  the  booking,  examining  and  searching  of 
any  prisoners;  maintaining  jail  count  and  assignments  records;  assisting 
in  the  preparation  of  work  schedules  for  inmates;  enforcing  discipline  in 
the  felony  wing  and  maintaining  close  surveillance  of  inmate  activities; 
serving  as  relief  booking  officer  and  watch  commander  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  one  year  of  experience  in  the  care  and  custody  of  prisoners 
and  other  legal  processes  of  the  department;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
effective  methods  of  transporting  and  guarding  adult  and  juvenile 
prisoners  and  emotionally  disturbed  persons;  state  civil  and  criminal 
codes  and  applicable  legal  terminology;  court  procedure  as  it  relates  to 
the  calling  of  defendants,  witnesses  and  plaintiffs}  office  procedures 
and  practices  as  they  relate  to  the  computation  of  fees  and  expenses, 
preparation  of  records  and  reports;  the  techniques  used  in  the  custody 
and  control  of  prisoners  and  the  understanding  of  the  attitude  and 
behavior  patterns  of  persons  under  restraint. 

Requires  ability  to:   control  and  safeguard  prisoners  individually 
and  in  groups;  maintain  order  in  courtrooms  during  the  course  of  civil 
and  criminal  trials;  establish  and  maintain  effective  working  relation- 
ships with  government  officials  and  the  general  public;  observe 
situations  and  scenes  accurately  and  make  clear,  accurate  and  concise 
reports. 

Requires  skill  in:   the  utilization  of  methods  and  practices 
involved  in  the  detention  and  transportation  of  prisoners;  the  use  and 
care  of  firearms  and  other  police  weapons. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 

operator's  license. 

PROMDTIVE  LINES: 

To:  Sheriff's  Sergeant 
From:  Deputy  Sheriff 


CLASS  TITLE:   SHERIFF'S  SERGEANT  CODE:   8308 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  supervision  of  a  jail  facility;  super- 
vises courtroom  assignments  and  the  transportation  of  psychiatric  patients 
and  prisoners;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  carrying  out  exist- 
ing methods  and  procedures  relating  to  the  processing  and  security  of 
prisoners;  the  accurate  maintenance  of  criminal  and  jail  records;  making 
frequent  contacts  with  court,  hospital  and  other  law  enforcement  personnel; 
the  transportation  and  custody  of  prisoners  and  psychiatric  cases,  in- 
volving a  continuous  hazard  of  physical  violence. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  new  inmates  and  appraises  past  work  history,  crimin- 
al record  and  medical  clinic  recommendations;  evaluates  security  res- 
trictions and  assigns  inmates  on  the  basis  of  need,  skills  and  aptitude; 
receives,  books  and  assigns  prisoners  to  cells;  checks  food  preparation 
and  distribution  to  inmates;  inspects  facility  for  security,  sanitation 
and  general  order;  maintains  confidential  records  and  watch  log  and  com- 
putes revised  discharge  dates;  accepts  fines  and  bail  releases  and  issues 
receipts  for  same;  supervises  the  release  of  prisoners  and  checks  court 
forms  for  legality;  informs  other  agencies  having  holds  on  prisoners; 
registers  all  inmate  visitors  and  supervises  the  visiting  room. 

2.  Assists  the  watch  commander  in ' the  overall  supervision  of  the 
jail  and  acts  in  his  absence;  receives  periodic  inmate  count  and  directs 
shakedown  of  jail  facilities  for  contraband,  narcotics  or  dangerous  weapons 
of  any  kind;  trains  and  assists  in  the  training  of  new  personnel;  travels 
to  other  states  and  returns  felons  being  held  as  extradition  cases. 

3.  Supervises  the  transportation  of  prisoners  between  jails,  courts, 
hospitals  and  state  institutions;  acts  as  courtroom  bailiff  in  psychia- 
tric hearings;  completes  all  arrangements  for  delivery  of  committed 
patients  to  state  hospital;  determines  the  necessary  restraints  to  apply 
in  the  transportation  of  the  more  serious  cases;  maintains  complete 
departmental  records  of  expenses  incurred  in  the  transportation  of  psy- 
chiatric patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supp- 
lemented by  three  years  of  experience  in  the  care  and  custody  of  prison- 
ers and  other  legal  processes  of  the  department;  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
laws  of  arrest  and  other  laws,  ordinances,  codes,  and  regulations  per- 
taining to  the  department;  court  procedure  and  the  care,  custody  and 
transportation  of  prisoners  and  psychiatric  cases. 


CLASS  TITLE:   SHERIFF'S  SERGEANT  (Continued)  CODE:  8308 

Requires  ability  to:   organize,  assign,  supervise  and  inspect 
the  work  of  subordinates;  react  quickly  and  calmly  in  emergencies;  present 
reports  clearly  and  concisely,  both  orally  and  in  writing;  execute  duties 
firmly,  tactfully,  courteously  and  impartially. 

Requires  skill  in  the  care  and  use  of  firearms  and  other  police 
weapons . 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Sheriff  Lieutenant 

From:  Deputy  Sheriff 

Senior  Deputy  Sheriff 


CLASS  TITLE:   SHERIFF'S  LIEUTENANT  CODE:   8310 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  has  responsible  command  of  a  detention  or  rehabili- 
tation facility  on  an  assigned  watch;  performs  staff  administrative  duties 
for  the  sheriff;  directs  special  civil  process  work;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying 
out  existing  methods  and  procedures  relating  to  the  processing  and 
security  of  prisoners  and  the  civil  processes  of  the  department;  super- 
vising the  maintenance  of  official  records  and  personally  preparing 
special  reports  on  unit  or  watch  activities;  making  responsible  personal 
contacts  with  other  law  enforcement  agencies,  legal  and  business  repre- 
sentatives and  the  general  public  in  connection  with  departmental 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Commands  an  assigned  shift  at  a  jail  facility  and  briefs  sub- 
ordinates on  special  orders,  changes  in  schedules  or  procedures  and 
special  security  matters;  makes  periodic  facility  inspections  regarding 
security,  sanitation,  food  preparation,  and  safety  standards  and  takes 
proper  measure  to  correct  discrepancies;  investigates  the  circumstances 
of  any  disturbance,  riot,  altercation,  or  escape;  prescribes  and  admini- 
sters disciplinary  measures  to  be  taken  in  cases  of  infractions  of  jail 
regulations;  supervises  the  booking  and  searching  of  prisoners  and 
obtains  special  information  regarding  narcotic  addiction,  diseases  or 
infirmities;  reviews  all  release  orders,  commitments,  bench  warrants  and 
court  orders  as  to  legality  and  proper  form;  arranges  for  medical  aid  or 
transportation  to  hospitals  for  sick  and  injured  prisoners  and  assigns 
guards  to  hospital  wards;  supervises  the  transportation  of  prisoners  to 
courts  and  other  prison  facilities. 

2.  Supervises  the  execution  of  writs,  processes  and  levies  upon 
property  and  seizes  cash  in  possession  of  defendants;  takes  property  into 
custody  and  arranges  for  transportation  and  storage  or  places  a  guard  in 
charge  of  property;  conducts  sales  of  real  or  personal  property  and  pre- 
pares and  records  transactions  of  sales;  collects  and  accounts  for 
receipts  and  payments. 

3.  Serves  as  training  officer  for  the  department  and  plans  and 
conducts  complete  in-service  training  program  for  new  personnel;  con- 
sults with  superiors  to  determine  specialized  training  needs  and  plans 
and  coordinates  advanced  training  classes;  conducts  confidential  inves- 
tigations of  complaints  regarding  departmental  personnel  and  procedures; 
serves  as  liaison  for  the  sheriff  in  transmitting  orders  to  the  various 
divisions  and  checks  to  determine  proper  executions;  assists  in  the 
compilation  and  analysis  of  the  department  budget  and  special  reports. 


CLASS  TITLE:  SHERIFF'S  LIEUTENANT  (Continued)  CODE:   8310 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
pleraented  by  five  years  of  progressively  responsible  experience  in  the 
care  and  custody  of  prisoners  and  other  legal  processes  of  the  department, 
including  one  year  of  experience  directly  connected  with  the  operation  of 
county  jails 5  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  laws  and  regulations  governing  the  operation  of  a  county  jail; 
civil  and  criminal  laws  rules  and  regulations  pertaining  to  the  work  of 
the  sheriff's  department;  law  enforcement  organization,  administration 
and  training  procedures  and  practices  and  security  measures. 

Requires  ability  to:   organize,  assign,  supervise  and  inspect  the 
work  of  subordinates;  control  and  direct  inmates  individually  and  in 
groups;  interpret,  explain  and  evaluate  the  effect  of  regulations,  rules 
and  procedures;  complete  operational  records  and  prepare  administrative 
reports  as  necessary. 

Requires  skill  in  the  utilization  of  modern  methods  and  practices 
in  the  operations  of  a  jail,  especially  as  applied  to  the  treatment  of 
prisoners,  security  of  facilities,  and  the  care  of  related  equipment. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 

operator's  license. 

PROMOTIVE  LINES: 

To:   Sheriff  Captain 
From:   Sheriff  Sergeant 


CLASS  TITLE:   SHERIFF'S  CAPTAIN  CODE:   8312 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  overall  administration  of  a 
county  jail  facility:  commands  an  assigned  watch;  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for:   interpreting,  enforcing 
and  carrying  out  jail  operation  rules  and  procedures;  supervisory  contact 
with  all  jail  personnel  and  continuous  operational  contact  with  law  en- 
forcement agencies;  jail  and  inmates  fiscal  accounts  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  all  phases  of  jail  operation  and  management;  plans, 
assigns,  supervises  and  inspects  the  work  of  all  personnel  in  the  county 
jail;  establishes  watch  and  vacation  schedules;  evaluates  custodial 
aspects  and  devises  improved  security  measures;  directs  the  booking, 
searching,  clothing,  housing,  feeding,  work  assignment,  and  health  and 
safety  program  for  jail  inmates;  directs  the  inspection  of  equipment, 
quarters  and  premises  and  determines  needs  for  corrective  action. 

2.  Hears  complaints  and  problems  of  prisoners;  receives  reports 
of  inmate  infraction  of  rules  and  prescribes  disciplinary  action  to  be 
taken;  plans,  develops  and  directs  work  programs  for  prisoners;  directs 
the  interviewing  of  new  prisoners;  checks  detainers  and  cancels  release 
of  prisoners  wanted  by  other  law  enforcement  agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  seven  years  of  progressively  responsible  experience  in  the 
care  and  custody  of  prisoners  and  other  legal  processes  of  the  depart- 
ment, including  three  years  of  supervisory  experience  in  a  department 
jail  facility;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   criminal  laws,  rules  and  regulations  pertaining  to  the  work  of  the 
sheriff's  department  with  specific  application  to  the  detention  and  re- 
habilitation of  prisoners;  the  methods,  procedures  and  administration  of 
county  jail  operations. 

Requires  considerable  ability  to:   plan,  organize,  assign,  direct 
and  inspect  the  work  of  subordinates;  exercise  unusually  good  judgment 
in  evaluating  situations  and  making  decisions;  deal  tactfully  and 
effectively  with  the  public  and  prison  inmates  and  maintain  effective 
working  relationships  with  subordinate  personnel;  maintain  operational 
records  and  prepare  administrative  reports. 

Requires  skill  in  modern  methods  and  practices  of  administration, 
especially  as  applied  to  detention  or  rehabilitation  facilities. 

PROMOTIVE  LINES: 

To:   Superintendent  of  Jail 
From:   Sheriff  Lieutenant 


CLASS  TITLE:   CHIEF  DEPUTY  SHERIFF  (JAIL)  CODE:   83lU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  has  charge  of  and  directs  the  opera- 
tion of  a  county  jail  facility;  directs  the  security  operations  of  the 
criminal  and  juvenile  courts  and  the  processing  of  criminal  records; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  policy  and  methods  affecting  all  units  of  a  jail;  making  con- 
tinuous contacts  with  prisoners,  attorneys,  representatives  from  re- 
ligious and  community  groups  and  subordinates;  directing  the  preparation, 
approving,  reviewing  and  maintaining  of  jail  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Establishes  procedures  and  directs  activities  to  insure  the 
proper  care, treatment  and  discipline  of  jail  inmates;  develops  inspec- 
tion standards  for  facilities  to  assure  adequate  security  and  sanitation 
standards;  assures  the  legal  rights  of  inmates,  such  as  visitation  by 
attorneys,  securing  witnesses  and  services  of  subpoenas;  counsels 
prisoners  regarding  various  personal  problems  arising  from  incarceration; 
assists  social  welfare  agencies,  psychiatrists  and  other  groups  in  re- 
habilitation of  prisoners;  arranges  for  religious  organizations  to  con- 
duct services  within  the  jail  and  for  special  visits  by  clergymen. 

2.  Assigns  and  supervises  deputies  to  bailiff  duty  in  criminal  and 
juvenile  courts  and  establishes  security  measures  for  the  custody  and 
transportation  of  prisoners;  reviews  and  inspects  court  orders,  court 
holdings,  commitments,  commissary  reports  and  other  reports  submitted 

by  subordinates;  directs  the  preparation  and  retention  of  criminal 
records;  assigns  deputies  to  apprehend  and  arrest  persons  wanted  on 
bench  warrant;  reviews,  processes  and  expedites  extradition  matters; 
assigns  personnel  to  intra-  and  interstate  transportation  of  prisoners 
and  completes  arrangement  for  the  proper  extradition  of  prisoners. 

3.  Attends  monthly  meetings  of  the  parole  board  and  reports  on 
behavior  of  parole  applicants;  audits  various  fiscal  accounts,  including 
inmates''personal  funds  and  bills  submitted  to  government  agencies 
housing  prisoners  in  the  j  ail . 

h.     Directs  the  care  and  maintenance  of  buildings  and  grounds  and 
equipment;  supervises  farming,  gardening  and  livestock  raising  activities; 
directs  the  business  and  financial  affairs  of  the  institution,  including 
preparation  of  budget  estimates  and  reports,  requisitioning  and  issu- 
ance of  supplies  and  equipment  and  utilization  of  prison  farm  products. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  nine  years  of  progressively  responsible  experience  in 
the  care  and  custody  of  prisoners  and  other  legal  processes  of  the 
department,  including  five  years  of  supervisory  experience  in  a  de- 
partment jail  facility;  or  an  equivalent  combination  of  training  and 


CLASS  TITLE:   CHIEF  DEPUTY  SHERIFF  (JAIL)  CODE:   83lU 

(Continued) 

experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  principles  and  practices  of  administration,  organization  and 
management  of  correctional  institutions;  laws  and  regulations  govern- 
ing the  handling  of  prisoners;  statutes  and  regulations  pertaining   1 
criminal  functions  of  the  sheriff's  department. 

Requires  considerable  ability  to:   plan,  organize  and  direct  the 
operations  of  a  large  county  jail;  exercise  unusually  good  judgment  in 
evaluating  situations  and  making  decisions;  establish  and  maintain 
effective  working  relationships  with  the  courts,  the  public  and  other 
law  enforcement  agencies;  prepare  clear,  concise  and  accurate  reports. 

Requires  considerable  skill  in  the  application  of  modern  methods 
and  procedures  applicable  to  the  administration  and  operation  of  a 
large  correctional  institution. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion 

From:   Sheriff's  Captain 


CLASS  TITLE:   COUNSELOR  (BOYS  RANCH  SCHOOL)  CODE:   8320 

(JUVENILE  HALL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  counsels,  disciplines  and  is  responsible 
for  the  care  and  custody  of  delinquent  or  dependent  children  in  residence 
on  the  premises  at  one  of  the  above  institutions;  directs  the  serving  of 
food  and  daily  recreational  and  housekeeping  activities;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  following  established  methods  and  pro- 
cedures relating  to  the  care  of  children  in  custody;  making  contacts  with 
parents,  probation  personnel  and  other  persons  for  the  purpose  of  furnish- 
ing or  obtaining  information  on  children  in  custody;  maintaining  depart- 
mental records  and  individual  case  reports. 

EXAMPLES  OF  DUTIES: 

1.  Receives,  searches  and  assigns  newly  admitted  children  and  pre- 
pares a  personal  history  card  for  each;  orients  recent  arrivals  to  living 
facilities  and  daily  routine;  instructs,  demonstrates  and  supervises  the 
methods  of  good  housekeeping;  supervises  children  in  the  upkeep  of  per- 
sonal hygiene;  issues  clean  linen  and  clothes  when  needed;  assigns  and 
supervises  the  serving  of  meals  and  cleaning  of  dormitory  cottages  and 
kitchen  and  dining  rooms;  inspects  and  maintains  the  security  and  discipline 
of  living  units;  prevents  the  children  from  committing  physical  harm  to 
themselves  and  to  others;  administers  first  aid  and  locates  medical  per- 
sonnel when  necessary. 

2.  Escorts  children  to  school  classrooms,  shops,  medical  clinic, 
hospital,  gymnasiums,  recreational  areas,  religious  services  and  other 
locations;  supervises  work  crews  at  the  boys  ranch  school  or  juvenile 
hall  area  and  disciplines  for  any  infraction  of  rules;  discusses  cases  of 
behavior  problems  with  superiors  for  further  action. 

3.  Counsels  the  children  regarding  their  duties  and  acceptable 
moral,  personal  and  spiritual  standards;  conducts  guidance  and  training 
sessions  and  discusses  problems  of  disturbed  children,  collaborates  with 
department  personnel,  school  teachers,  medical  and  psychological  clinics 
and  state  parole  officers  in  reference  to  the  personal  conduct  and  welfare 
of  children  in  custody;  submits  verbal  behavior  progress  reports  as  re- 
quested; advises  parents  of  their  children's  conduct  and  welfare;  completes 
log  entries  and  other  departmental  forms  and  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  the 
social  sciences;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   COUNSELOR  (BOYS  RANCH  SCHOOL)  CODE:   8320 

(JUVENILE  HALL)   (continued) 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
juvenile  emotional  and  behavior  patterns  and  the  general  principles  of 
working  with  adolescent  groups  and  individuals;  causes  of  and  the  modern 
recommended  methods  of  combatting  juvenile  delinquency;  standard  health 
practices  and  first  aid. 

Requires  ability  to:   secure  the  respect  and  confidence  of  adoles- 
cents and  aid  in  their  rehabilitation;  exercise  sound  judgment  in  the 
assessment  of  juvenile  personality  disorders;  supervise  juveniles  in 
various  institutional  activities;  establish  and  maintain  effective  working 
relationships  with  parents,  department  personnel,  teachers  and  other  pro- 
fessional personnel. 

PROMOTIVE  LINES: 

To:   Senior  Counselor 

Supervising  Counselor 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  COUNSELOR  (BOYS  RANCH  SCHOOL)  CODE:   8322 

(JUVENILE  HALL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  coordination  of  activities  and 
general  supervision  of  a  juvenile  court  facility;  assists 'in ' the  assignment 
and  training  of  new  personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies  and  methods  relating  to  the 
care  of  children  in  custody;  continuing  contacts  with  parents,  probation 
personnel,  and  other  persons  for  the  purpose  of  furnishing  or  obtain- 
ing information  on  children  in  custody;  reviewing  and  maintaining  depart- 
mental records  and  individual  case  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  overall  supervision  of  juvenile  court  detention 
living  units;  conducts  periodic  inspections  to  evaluate  the  sanitation 
and  safety  of  quarters  and  grounds; "reviews1 log  entries 'arid .maintenance 
of  records;  observes  the  serving  of  meals  and  distribution  of  clothing; 
controls  and  coordinates  the  movement  of  groups  within  the  premises; 
patrols  halls,  cottages  and  other  areas  to  evaluate  security  of  facil- 
ities and  treatment  of  children;  confers  with  counselors  on  special  behav- 
ioral problems  and  various  disciplining  methods;  counsels  emotionally 
disturbed  or  overly  aggressive  youths  and  confers  with  other  departmental 
personnel  on  difficult  cases;  responds  to  emergencies  and  obtains  medical 
services  when  needed. 

2.  Assists  in  the  booking  and  releasing  of  children  and  reviews 
case  records  and  official  papers  for  proper  entries;  assists  in  the 
initial  training  of  new  personnel  and  advanced  training  of  experienced 
counselors;  evaluates  the  performance  of  provisional  employees  and  tempo- 
rary college  students  as  assistants, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences  field. 

Requires  at  least  two  years  of  progressively  responsible  experience 
in  counseling,  disciplining  and  care  of  delinquent  or  dependent  children; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   group; 
and  individual  counseling  techniques  as  applied  to  young  children  and 
adolescents;  the  laws  and  codes  governing  the  care  and  custody  of  juven- 
iles confined  to  detention  facilities;  the  policies  and  procedures  of 
the  juvenile  court  with  specific  application  to  living  facilities. 


CLASS  TITLE:   SENIOR  COUNSELOR  (BOYS  RANCH  SCHOOL)  CODE  8322 

(JUVENILE  HALL J 
(Continued) 

Requires  ability  to:   exercise  firm  but  appropriate  discipline  over 
juveniles  and  aid  in  their  rehabilitation;  train  and  supervise  subordinate 
employees;  direct  and  supervise  the  operations  of  detention  living  units; 
prepare  accurate  and  concise  reports. 

Requires  skill  in  the  application  of  professional  principles  and 
practices  utilized  in  the  care,  custody  and  rehabilitation  of  delinquent 
and  dependent  children. 

PROMOTIVE  LINES: 

TO:   Supervising  Counselor 

From:   Counselor 


CUSS  TITLE:   SUPERVISING  COUNSELOR  (BOYS  RANCH  SCHOOL)    CODE:   832U 

(JUVENILE  HALL) 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  supervision, 
operation  and  maintenance  of  a  division  of  juvenile  hall,  or,  on  an 
assigned  shift,  the  boys'  ranch  school  facility;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   assisting  in  the  origination  and 
development  of  policies  and  methods  for  the  operation  of  juvenile 
facilities;  making  responsible  contacts  with  probation  representatives, 
psychologists  and  others  for  the  purpose  of  exchanging  information 
regarding  assigned  children  in  custody;  preparing  and  reviewing  import- 
ant case  histories  and  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns,  directs  and  inspects  the  work  of  juvenile  hall 
personnel  within  a  cottage  division;  conducts  training  for  new  personnel 
and  evaluates  their  performance;  conducts  monthly  staff  meetings;  assists 
subordinates  in  evaluating  and  disciplining  difficult  behavior  problems; 
attends  departmental  conferences  with  probation  officers,  social  workers 
and  psychologists;  plans  education,  work  and  recreational  programs; 
oversees  the  admission  and  release  procedures  in  the  division;  prepares 
or  verifies  the  maintenance  of  institution  records,  statistics  and 
departmental  forms  and  reports. 

2.  Performs  regular  inspection  of  the  division's  area  and  checks 
for  proper  maintenance  and  upkeep  of  living  units;  requisitions  building 
repair  services  as  needed;  maintains  an  inventory  of  clothing,  bedding, 
cleaning  agents  and  other  supplies  and  equipment;  prepares  requisitions 
and  budgetary  estimates  for,  and  supervises  the  receipt  and  distribution 
of  materials;  inspects  food  served  to  children  and  offers  suggestions  and 
recommendations  on  its  preparation;  confers  with  medical  staff  regarding 
unusual  health  problems . 

3.  Supervises  the  operations  of  boys'  ranch  school  on  an  assigned 
shift  and  advises  staff  on  the  techniques  of  group  counseling  and  super- 
vision; assists  recent  arrivals  to  adjust  to  the  camp;  conducts  recrea- 
tional and  special  activities  programs;  evaluates  reports  of  subordinates 
and  counsels  boys  with  behavioral  or  personal  problems;  prepares  reports 
on  the  conduct  and  overall  progress  of  the  boys  and  is  consulted  in  the 
formulation  of  staff  reports  to  the  courts  and  psychological  clinics. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  science  field. 

Requires  at  least  four  years  of  experience  in  the  custody,  counseling 
and  disciplining  of  delinquent  and  dependent  children,  including  one 
year  of  supervisory  experience;  or  an  equivalent  combination  of  training 
and  experience. 


CLASS  TITLE:   SUPERVISING  COUNSELOR  (BOYS  RANCH  SCHOOL)      CODE  8321; 
(continued)  (JUVENILE  HALL) 

Knowledge,,  Abilities  and  Skills;  Requires  considerable  knowledge 
of  the  principles  and  techniques  of  counseling  and  disciplining 
adolescents 5  the  organization,  policies  and  procedures  of  the  juvenile 
court  with  specific  application  to  the  care  and  custody  of  dependent 
and  delinquent  children. 

Requires  considerable  ability  to:   assign,  train,  supervise  and 
review  the  work  of  subordinate  employees;  establish  and  maintain  effect- 
ive working  relationship  with  the  various  groups  involved  in  juvenile 
court  proceedings;  exercise  firm  but  appropriate  discipline  over 
adolescents  and  acquire  their  respect  and  confidence. 

Requires  considerable  skill  in  the  application  of  professional 
principles  and  practices  utilized  in  the  care,  custody  and  rehabilita- 
tion of  delinquent  and  dependent  children. 

PROMOTIVE  LINES: 

To:   Director,  Boys'  Ranch  School 

Night  Superintendent,  Juvenile  Hall 

From:   Senior  Counselor 
Counselor 


CLASS  TITLE:   DIRECTOR,  BOYS  RANCH  SCHOOL  CODE:   8330 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the 
management  and  operation  of  the  boys  ranch  school  involving  the  care, 
security  and  rehabilitation  of  delinquent  boys;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:   developing,  coordinating  and 
executing  policies  and  methods  for  the  institution;  making  regular 
contacts  with  other  division  heads  and  representatives  of  other 
agencies  for  the  purpose  of  obtaining  desired  departmental  actions; 
directing  the  preparation,  approving,  reviewing  and  maintenance  of  the 
institution's  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  the  chief  probation  officer,  division  heads, 
members  of  the  psychiatric  clinic  and  representatives  of  state  agencies 
in  formulating  policies  for  the  observation,  treatment,  and  rehabilita- 
tion of  delinquent  boys;  develops  camp  programs  and  procedures  to 
implement  these  policies. 

2.  Plans,  organizes  and  directs  the  work  of  all  personnel  assigned 
to  the  camp;  conducts  staff  meetings  and  discusses  personnel  and 
functional  problems;  trains  and  evaluates  counseling  staff  and  assists 
them  in  supervising  difficult  boys;  reviews  progress  reports  and  consults 
with  staff  in  determining  individual  boys'  readiness  for  graduation. 

3.  Counsels,  admonishes  and  disciplines  boys;  meets  with  parents 
and  probation  officers  to  discuss  boys  progress  and  needs;  appears  in 
juvenile  court  on  special  problems  involving  boys  from  the  school. 

h.      Inspects  premises  of  the  school  for  upkeep  and  general  condi- 
tion and  determines  needs  for  improvements;  confers  with  kitchen  per- 
sonnel on  the  preparation  and  serving  of  meals;  reviews  and  approves 
all  requisitions  for  supplies;  insures  that  all  fiscal,  budget  and 
clerical  procedures  are  complied  with. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  bacclaureate  degree,  with  major  course  work  in  the 
social  sciences. 

Requires  at  least  eight  years  of  progressively  responsible  exper- 
ience in  the  custody,  counseling  and  disciplining  of  dependent  and  delin- 
quent children,  including  two  years  of  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   DIRECTOR,  BOYS  RANCH  SCHOOL  CODE:   8330 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   administrative  principles  and  procedures  as  applied  to  directing  a 
juvenile  boys  rehabilitation  camp;  the  principles  and  techniques  of 
group  and  individual  counseling  of  delinquent  boys. 

Requires  considerable  ability  to:   plan,  organize,  direct  and  evaluate 
the  work  of  a  staff  providing  rehabilitation  services  for  delinquent  boys; 
establish  and  maintain  effective  leadership  and  gain  the  interest,  respect 
and  cooperation  of  employees  and  school  wards. 

Requires  considerable  skill  in  the  application  of  modern  psychological 
and  socialogical  techniques  to  the  problems  encountered  in  a  rehabilita- 
tion school  for  delinquent  boys. 

PROMOTIVE  LINES: 

To:   Assistant  Chief  Probation  Officer, 
Juvenile  Court 

From:   Supervisory  Counselor,  Juvenile  Court 
Night  Superintendent,  Juvenile  Hall 


CLASS  TITLE:   BUSINESS  MANAGER  (JUVENILE  COURT)  CODE:   8336 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  plans,  organizes  and  directs  admini- 
strative, budgetary,  finance,  personnel  and  maintenance  functions  of  the 
juvenile  court;  performs  responsible  supervisory  and  administrative  work 
in  connection  therewith;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  coordinating  and 
enforcing  existing  methods  and  procedures  relating  to  the  operations  of 
the  department  and  assisting  in  the  development  of  new  or  revised  methods 
and  procedures;  continuing  responsible  contacts  with  other  departmental 
personnel,  outside  organizations  and  the  general  public  in  connection 
with  departmental  operations;  supervising  the  preparation  and  maintenance 
of  detailed  operational,  financial,  personnel  and  similar  records  and 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  coordinates  the  fiscal,  personnel, 
building  maintenance,  office  service  and  general  business  activities  of 
the  department. 

2.  Acts  as  budget  officer  for  the  department;  coordinates  the  pre- 
paration of  the  annual  budget,  exercises  control  over  the  expenditure 

of  departmental  funds  and  directs  the  account  for  of  such  funds. 

3.  Plans,  assigns  and  directs  the  clerical,  typing  and  steno- 
graphic activities  of  the  department  and  the  preparation  and  maintenance 
of  all  related  records  and  reports;  analyzes  and  evaluates  wor^  methods 
and  procedures  and  makes  recommendation  for  new  or  revised  systems  and 
procedures  for  office  operations. 

h.      Directs  the  operation  and  maintenance  of  all  physical  plant 
facilities  of  the  department,  including  buildings  and  grounds  maintenance 
and  janitorial  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  public  administration,  accounting,  economics  or 
personnel  administration. 

Requires  five  years  of  responsible  experience  in  administrative  work 
involving  budgetary,  fiscal  and  personnel  administrative  duties;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
public  administration  and  personnel  management;  the  principles  and  prac- 
tices of  governmental  budgeting  and  accounting,  statistical  techniques 
and  methods  and  modern  office  procedures.  . 

Requires  ability  to:   plan,  organize  and  direct  a  comprehensive  busi- 
ness management  service  program;  develop  and  recommend  effective  policies 
in  the  administrative  field;  investigate  and  analyze  administrative  and 
budgetary  problems;  make  cost  and  operation  analyses;  devise  and  effective- 
ly propose  and  present  reports  and  recommendations;  deal  tactfully  with 
departmental  personnel  in  controversial  situations. 


CLASS  TITLE;   BUSINESS  MANAGER  (JUVENILE  COURT)  CODE:   8336 

(Continued) 

PROMOTIVE  LINES; 

To;   Business  Manager,  Recreation  and  Park  Department 

From;   Principal  Accountant 


CLASS  TITLE:   NIGHT  SUPERINTENDENT,  JUVENILE  HALL  CODE:   83J4O 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  late  hour  operations 
of  juvenile  hall,  including  the  care  and  security  of  dependent  and  delin- 
quent children  quartered  there  while  awaiting  processing  of  their  cases; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting,  coordinating 
and  enforcing  existing  institutional  policies  and  methods  during  the  even- 
ing hours;  continuous  personal  contacts  in  situations  involving  the 
handling  of  difficult  personal  inter-relationships;  preparing,  approving, 
reviewing  and  maintaining  institution  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  the  premises  of  juvenile  hall  during  the  evening  hours 
to  evaluate  the  activities  and  conduct  of  the  children,  performance  of 
the  staff,  food  preparation  and  the  maintenance,  sanitation  and  security 
of  the  buildings;  directs  necessary  corrective  i.ieSsures. 

2.  Reviews  admission  procedures  for  proper  compliance  with  laws, 
rules  and  department  policies;  assures  that  no  problem  of  overcrowding 
exists;  confers  with  psychiatric  clinic  and  probation  officers  in  cases 
of  serious  behavior  problems  of  detained  children;  interviews  difficult 
children  and  authorized  disciplinary  measures. 

3.  Authorizes  releases,  such  as  in  cases  of  hospitalization,  and 
notifies  parents  of  the  children;  arranges  for  hospitilization  of  psycho- 
pathic and  seriously  disturbed  children;  releases  and  cites  minor 
offenders;  interprets  policies  to  parents;  answers  inquiries  from  law 
enforcement  agencies  and  the  press;  supervises  volunteer  activities  given 
for  the  benefit  of  detained  children. 

k.      Consults  with  staff  concerning  functional  and  personnel  problems; 
reviews  all  reports  prepared  by  subordinates  for  completeness  and  accuracy. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  the 
social  sciences. 

Requires  six  years  of  progressively  responsible  experience  in  the 
custody,  counseling  and  discipling  of  delinquent  and  dependent  children, 
including  three  years  of  supervisory  experience;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
administration  principles  and  procedures  as  applied  to  the  operation  of 
a  large  children's  detention  facility;  applicable  laws,  codes,  statuses 
and  policies. 

Requires  ability  to:   coordinate  and  direct  the  various  evening  acti- 
vities of  a  juvenile  institution;  analyze  complex  situations  accurately 
and  adopt  an  effective  course  of  action;  deal  fairly  and  firmly  with 
juveniles  detained.  .  . 

Requires  considerable  skill  in  the  application  of  institutional 

administration  techniques. 


CLASS  TITLE:   NIGHT  SUPERINTENDENT,  JUVENILE  HALL  CODE:   83l*0 

(Continued) 

PROMOTIVE  LINES: 

To:  Superintendent,  Juvenile  Hall 

From:  Supervisory  Counselor,  Juvenile  Hall 


CLASS  TITLE:   SUPERINTENDENT,  JUVENILE  HALL  CODE:   831*2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  responsible  for  the 
management  and  operation  of  juvenile  hall  and  the  care  and  security  of 
dependent  and  delinquent  children  quartered  there  while  awaiting  processing 
of  their  cases;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
executing  policies  and  methods  for  the  juvenile  hall;  making  regular 
contacts  with  other  division  heads  and  representatives  of  other  agencies 
for  the  purpose  of  obtaining  desired  departmental  actions;  directing  the 
preparation,  approving,  reviewing,  and  maintenance  of  institution  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  the  premises  of  juvenile  hall  to  evaluate  activities 
and  conduct  of  the  children,  performance  of  the  staff,  food  preparation 
and  the  maintenance,  sanitation  and  security  of  the  buildings;  directs 
necessary  corrective  measures. 

2.  Reviews  admission  procedures  for  proper  compliance  with  laws, 
rules  and  department  policies;  determines  that  no  problem  of  overcrowd- 
ing exists;  interviews  highly  disturbed  and  serious  behavior  problem 
children  and  advises  staff  on  methods  of  control  and  discipline;  consults 
with  juvenile  court  officials  on  the  advisability  of  removing  children 
who  threaten  the  safety  of  other  children  or  themselves. 

3.  Reviews,  corrects  and  approves  all  statistics,  accident  reports, 
medical  reports,  discipline  reports,  inventory  cards  and  files; 
requisitions  foodstuffs,  clothing,  drugs  and  housekeeping  supplies. 

h.  Evaluates  performance  of  counselors;  conducts  staff  meetings 
to  discuss  existing  problems  and  new  procedures;  confers  with  medical 
staff  to  review  health  and  sanitation  procedures. 

5.  Evaluates  all  proposed  recreational  activities  planned  and 
conducted  for  detained  children;  advises  school  department  liaison 
officer  regarding  the  performance  of  the  teaching  personnel  assigned  to 
the  institution. 

6.  Conducts  tours  of  juvenile  hall  for  local  officials  and  visitors; 
writes  articles  on  special  projects  and  meets  with  professional  and 
community  service  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences. 

Requires  at  least  eight  years  of  progressively  responsible  experience 
in  the  custody,  counseling  and  disciplining  of  delinquent  and  dependent 
children,  including  two  years  of  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SUPERINTENDENT,  JUVENILE  HALL  (continued)    CODE:   83U2 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
administrative  principles  and  procedures  as  applied  to  the  operation  and 
management  of  a  children's  detention  facility;  applicable  laws,  codes, 
statutes  and  policies. 

Requires  ability  to:  plan,  organize  and  direct  the  various  activities 
of  a  juvenile  detention  institution;  analyze  complex  situations  accurately 
and  adopt  an  effective  course  of  action;  deal  fairly  and  firmly  with 
juveniles  detained  in  the  institution. 

Requires  unusual  skill  in  the  application  of  institutional  adminis- 
tration techniques. 

PROMOTIVE  LINES: 

To:  Assistant  Chief  Probation  Officer,  Juvenile  Court 

From:  Supervising  Counselor,  Juvenile  Court 
Night  Superintendent,  Juvenile  Hall 


CLASS  TITLE:   UNDERSHERIFF  CODE:   83U8 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  serves  as  principal  assistant 
to  the  sheriff  in  directing  the  administration  and  operation  of  all  units 
of  the  sheriff's  office;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   interpreting,  coordinating  and 
enforcing  existing  policies  and  procedures  affecting  the  operations  of  the 
sheriff's  office;  making  regular  important  contacts  with  other  depart- 
mental personnel,  outside  law  enforcement  agencies,  court  personnel  and 
the  general  public  in  connection  with  the  activities  of  the  sheriff's 
office;  supervising  the  preparation  and  maintenance  of  important  oper- 
ational and  technical  records. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning,  assigning  and  directing  the  activities  of 
subordinate  employees  engaged  in  registering  court  actions  and  judgments, 
receiving  and  accounting  for  fees,  executing  the  orders  of  the  court  in 
connection  with  the  attachment  and  sale  of  property,  arresting, 
incarcerating  and  subsequently  caring  for  individuals. 

2.  Directs  the  activities  of  all  bailiffs  assigned  to  the  municipal 
and  superior  courts. 

3.  Makes  periodic  inspection  trips  and  reviews  the  operations  of 
the  county  jails. 

h.     Directs  the  transportation  of  inmates  to  the  various  jails  and 
institutions  as  required. 

5.   Directs  the  preparation  and  maintenance  of  all  departmental 

records  and  reports. 
MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented  by  at  least  ten  years  of  progressively  responsible  experience 
in  the  care  and  custody  of  prisoners  and  in  the  preparation  and  proces- 
sing of  legal  actions  required  of  the  sheriff's  office,  including  five 
years  of  responsible  administrative  experience;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:   existing  codes,  ordinances,  laws  and  regulations  relating  to  the 
operations  of  the  sheriff's  office;  the  organization  and  management  of 
correctional  institutions;  the  handling  of  inmates. 

Requires  considerable  ability  to:   plan,  assign  and  direct  the 
activities  of  a  large  group  of  subordinate  personnel;  exercise  unusually 
good  judgment  in  evaluating  and  recommending  on  departmental  operations, 
establish  and  maintain  effective  working  relationships  with  the  courts, 
outside  law  enforcement  agencies  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CLASS  TITLE:   SHERIFF  CODE:   83^0 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  executive  approval,  serves  as  sheriff,  ex-officio 
marshal  of  the  municipal  courts  and  chairman  of  the  county  parole  board 
for  the  city  and  county;  carries  out  the  legal  and  law  e.forcement 
responsibility  required  of  this  office  by  charter,  ordinances,  state 
laws  and  other  regulatory  actions;  and  performs  related  duties  as  re- 
quired. 

Requires  major  responsibility  for:  developing,  approving  and 
executing  all  policies  and  procedures  relating  to  the  legal  and  law 
enforcement  responsibilities  of  the  office;  making  continuous 
responsible  personal  contacts  with  governmental  officials,  law  en- 
forcement agencies,  the  courts  and  outside  groups  and  organizations 
in  connection  with  the  handling  of  the  legal  and  law  enforcement 
responsibilities  of  the  office;  directing  the  preparation  and  mainten- 
ance of  a  variety  of  complex  records  and  documents  relating  to  the 
office  activities. 

EXAMPLES  OF  DUTIES: 

1.  Directs  all  legal  processes  required  by  law  in  cases  of 
service  and  attachments. 

2.  Directs  the  activities  of  subordinates  involved  in  providing 
courtroom  services,  processing  jury  summonses,  handling  and  trans- 
porting prisoners,  mental  patients  and  convicted  felons  to  state  in- 
stitutions. 

3.  Directs  the  activities  of  all  jail  divisions  including  the 
jail  farm  system. 

NOTE:  As  this  position  is  an  elective  office  of  the  city  and  county, 
no  "MINIMUM  QUALIFICATIONS"  and  "PROMOTIVE  LINES"  are  included 
in  this  specification. 


CLASS  TITLE:   PROBATION  OFFICER  TRAINEE  CODE:   81*02 

CHARACTERISTICS  OF  THE  CLASS: 

Under  iinmediate  supervision,  serves  as  a  trainee  in  the  adult  and 
juvenile  probation  departments;  assists  in  the  investigation  and  super- 
vision of  probation  cases;  transports  wards  of  the  court;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  learning  established  departmental 
methods  and  procedures;  limited  field  contacts  with  adult  and  juvenile 
offenders  and  persons  involved  in  the  investigation  process;  assisting 
in  the  preparation  of  probation  reports  and  departmental  records. 

EXAMPLES  OF  DUTIES: 

1.  Observes  and  assists  in  the  investigations  of  juvenile  and 
adult  offenders;  interviews  accused,  his  or  her  family,  associates, 
teachers,  employers  and  other  interested  parties  to  obtain  required 
information  and  develop  interviewing  and  case  work  skills. 

2.  Observes  and  assists  in  the  supervision  of  probationers  to 
attain  skills  in  counseling,  develop  effective  relationships,  interpret 
the  conditions  of  probation,  ascertain  the  need  for  referral  to  other 
agencies,  and  other  aspects  of  probation  work. 

3.  Transports  wards  of  the  court  and  arranges  for  medical, 
psychiatric  and  psychological  examinations  and  treatments;  participates 
in  'juvenile  hall  and  boys  ranch  school  activities  to  become  familiar 
with  the  operations  of  the  facilities. 

U.  Visits  adult  detention  facilities  to  interview  and  report  on 
probationers  in  custody;  conducts  routine  correspondence  with  out-of- 
state  agencies  on  probationers  fined  or  assessed  by  the  court  for  non- 
support,  alimony  or  other  reasons. 

5.  Assists  probation  officers  in  the  maintenance  of  official  case 
records  and  the  preparation  of  reports,  correspondence  and~special  studies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  scienc§s;or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  the 
social  and  environmental  factors  affecting  behavior  of  juveniles  and 
adults  and  the  techniques  used  in  dealing  with  offenders. 

Requires  ability  to:   exercise  sound  judgment  in  the  assessment  of 
juvenile  and  adult  personality  disorders;  develop  skills  in  interviewing 
and  investigation  work;  establish  and  maintain  effective  working  re- 
lationships with  juvenile  and  adult  offenders,  judges,  the  general  public 
and  co-workers. 


CLASS  TITLE:   PROBATION  OFFICER  TRAINEE  (continued)         CODE:   81*02 

License:   Requires  possession  of  a  valid  state  motor  vehichle  operator's 
license. 

PROMOTIVE  LINES: 

To:  Probation  Officer,  Juvenile  Court 
Adult  Probation  Officer 

From:   Original  entrance  examination 


CLASS  TITLE:   PROBATION  OFFICER,  JUVENILE  COURT  CODE:   8I4IO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  conducts  investigations  and  prepares  recommenda- 
tions to  the  courts  in  cases  involving  alleggd-i  offenses  by  juveniles, 
or  cases  of  dependent  and  neglected  children j  supervises  a  case  load  of 
court  wards;  and  performs  related  duties  as  required. 

Requires  responsibility  for;   carrying  out  and  explaining  existing 
methods  and  procedures  relating  to  investigation  and  supervision  of 
court  wards;  periodic  field  and  office  contacts  with  court  wards,  parents 
and  various  agency  personnel  to  furnish  or  obtain  information  relating  to 
assigned  cases;  preparing  detailed  and  confidential  reports. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  juvenile  offenders,  parents, law  enforcement  officers, 
acquaintances,  complainants  and  other  interested  persons  to  determine 
nature  of  offense,  extent  of  responsibility,  attitude  and  plans  of  the 
adolescent  and  relatives  and  other  related  information;  personally-visits 
or  contacts  offender's  home,  school,  church  and  recreational  area  to 
obtain  pertinent  information  on  his  social  and  economic  background; 
prepares  and  submits  case  findings  and  recommendations  for  unit  super- 
visor approval;  represents  department  in  presenting  findings  and  recom- 
mendations to  court;  records  disposition  and  conditions  of  probation. 

2.  Investigates  complaints  of  child  neglect;  interviews  parents, 
relatives,  religious  leaders,  social  workers  and  the  child  to  evaluate 
the  complaints  and  determine  their  validity  and  seriousness;  provides 
counseling  and  case-work  service  to  the  parents  and  children  to  effect 
the  social  rehabilitation  of  the  family;  prepares  progress  reports  and 
discusses  advisability  of  referral  of  family  to  other  agencies,  placement 
of  children  in  foster  homes  cr  irstitutions  and  determination  of  proba- 
tion; arranges  for  placement  of  children  in  foster  homes  and  counsels 
children  and  foster  parents;  maintains  periodic  contact  to  assess  condi- 
tions of  homes  and  children's  progress. 

3.  Discusses  nature  and  conditions  of  probation  with  juvenile 
offenders;  maintains  a  prescribed  schedule  of  interviews  with  offender, 
family  and  others  to  detect  incipient  probation  violations  and  aid  in 
the  social  rehabilitation  of  the  offender;  prepares  periodic  reports  in- 
dicating the  nature  and  extent  of  progress;  discusses  revocation  actions, 
case  progress  and  case  termination  with  supervisor. 

k.      Coordinates  activities  and  services  provided  by  volunteer 
auxiliaries  for  children  under  juvenile  court  jurisdiction;  consults  with 
staff  members  in  determining  needs  for  volunteer  assistance  and  special 
services  obtainable  from  community  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences. 

Requires  at  least  two  years  of  increasingly  responsible  social 
welfare  experience,  especially  as  applied  to  either  juvenile  or  family 
case  work;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   PROBATION  OFFICER,  JUVENILE  COURT  (continued)  CODE:   8J4IO 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   the 
various  factors  affecting  behavior  of  socially  maladjusted  children; 
methods  and  techniques  used  in  dealing  witn  delinquent  and  dependent 
children;  juvenile  court  procedures  and  the  general  provisions  of   law 
relating  to  offenses  committed  by  juveniles;  the  services  of  public  and 
private  agencies  available  to  juvenile  offenders  and  dependent  children. 

Requires  ability  to:   inspire  confidence  and  employ  techniques  of 
acquiring  essential  information  from  juveniles  and  others;  establish  and 
maintain  effective  relationships  with  community  agencies,  co-workers  and 
other  professional  personnel;  prepare  accurate  and  concise  reports. 

Requires  skill  in  the  application  of  professional  principles  and 
practices  utilized  in  social  casework,  especially  as  applied  to  the 
rehabilitation  of  juvenile  offenders  and  neglected  children. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

„    Senior  Probation  Officer,  Juvenile  Court 

— '   Supervising  Probation  Officer,  Juvenile  Court 

From:   Probation  Officer  Trainee 


CLASS  TITLE:   SENIOR  PROBATION  OFFICER,  JUVENILE  COURT      CODE:   8ul2 
CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  the  supervision  of  a  departmental  unit; 
investigates  and  supervises  the  more  difficult  cases;  develops  and  con- 
ducts the  departmental  training  program;  represents  the  department  in 
dealing  with  community  agencies  concerned  with  the  prevention  of  juvenile 
delinquency;  serves  as  special  assistant  for  boys  ranch  school;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enfor- 
cing existing  policy  and  methods  relating  to  the  investigation  and  super- 
vision of  court  wards;  periodic  field  and  office  contacts  with  court 
wards,  parents  and  various  agency  personnel  to  furnish  or  obtain  informa- 
tion relating  to  assigned  cases;  preparing,  checking  and  reviewing  de- 
tailed and  confidential  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  supervision  and  review  of  work  of  probation 
officers;  performs  investigations  and  supervision  of  juvenile  offenders 
and  court  wards;  provides  instruction  and  guidance  in  interviewing  and 
casework  techniques;  reviews  reports  to  determine  adequacy  of  informa- 
tion;.' -[legal  recommendations;  reviews  reports  of  court  ward  progress; 
discusses  reports  and  assists  unit  supervisor  in  conducting  staff 
meeting  prior  to  the  presentation  of  court  reports;  acts  for  the  unit 
supervisor  in  his  absence. 

2.  Investigates  and  supervises  selected  cases  involving  severe 
personality  and  emotional  disorders,  dangerously  aggressive  behavior  or 
aggravated  offenses;  obtains  -  and  evaluated  complete  history  and  medical 
psychiatric  reports  and  conducts  intensive  interview  with  the  court  ward 
and  his  family;  discusses  findings  with  supervisor  before  presenting  case 
records  and  recommendations  to  court. 

3.  Represents  the  department  at  community  group  meetings  concerned 
with  the  prevention  of  juvenile  delinquency;  prepares  special  reports 
and  delivers  lectures  on  the  causes  and  extent  of  juvenile  crimes  and  the 
methods  employed  in  evaluating  and  rehabilitating  juvenile  offenders. 

k.     Plans,  develops  and  conducts  complete  in-service  training  pro- 
gram for  new  personnel;  consults  with  superiors  to  determine  specialized 
training  needs  for  experienced  probation  officers,  and  develops  and 
coordinates  advanced  training  classes. 

5.   Serves  as  special  probation  officer  for  boys  ranch  school; 
maintains  complete  disciplinary  reports  and  advises  staff  members  on 
serious  behavior  problems;  counsels,  admonishes  and  disciplines  boys 
and  prepares  reports  to  the  court  on  failures,  runaways,  medical  re- 
leases, changes  of  placement  and  graduation  summaries;  appears  at  all 
hearings  of  juvenile  court  concerned  with  the  status  of  wards  assigned 
to  boys  ranch  school;  serves  as  relief  supervising  counselor  and  super- 
vises the  operations  of  boys  ranch  school  on  an  assigned  shift. 


CLASS  TITLE:   SENIOR  PROBATION  OFFICER,  JUVENILE  COURT      CODE:   81*12 
(continued) 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  the 
social  sciences. 

Requires  at  least  four  years  of  increasingly  responsible  social 
welfare  experience,  especially  as  applied  to  either  juvenile  or  family 
case  work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   the  methods  and  techniques  of  evaluation  and  treatment  of  juvenile 
offenders;  the  organization,  operations  and  procedures  of  the  juvenile 
courts  "khe  services  and  facilities  available  to  delinquent  and  dependent 
children  and  their  families. 

Requires  considerable  ability  to:   assist  in  the  overall  super- 
vision of  a  departmental  unit 5  inspire  confidence  and  employ  techniques 
of  acquiring  essential  information  from  adolescents  and  others;  prepare 
and  review  official  reports  and  records  required  by  the  court. 

Requires  skill  in  the  application  of  professional  principles  and 
practices  utilized  in  social  casework,  especially  as  applied  to  the 
rehabilitation  of  juvenile  offenders  and  neglected  children. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  Supervising  Probation  Officer,  Juvenile  Court 

From:   Probation  Officer,  Juvenile  Court 


CLASS  TITLE:   SUPERVISING  PROBATION  OFFICER,  JUVENILE  COURT    CODE:  8UlU 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes,  assigns  and  directs  the 
work  of  a  major  function  of  the  probation  department  engaged  in  the  in- 
vestigation and/or  supervision  of  delinquent  and  dependent  children; 
maintains  professional  departmental  standards;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   assisting  in  the  origination  and  devel- 
opment of  new  departmental  policies  and  methods;  continuing  contacts 
with  government  and  private  agencies  concerned  with  the  welfare  of  juven- 
iles; the  preparation,  supervision  and  review  of  technical  records  and 
operating  reports. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  cases  submitted  by  court  order  and  directs  assigned 
probation  officers  to  matters  of  immediate  and  major  concern;  confers 
with  and  advises  probation  officers  on  difficult  or  unusual  problems; 
reviews  each  case  before  presentation  to  court  to  insure  uniformity  of 
format  and  compliance  with  all  legal  and  policy  requirements;  conducts 
weekly  staff  meetings  for  general  instruction  and  interpretation  of  new 
laws  and  procedural  changes  of  agencies  involved  in  the  apprehension, 
care  and  custody  of  delinquent  and  dependent  children;  evaluates  perfor- 
mance and  assignments  of  probation  officers  and  the  need  for  additional 
training . 

2.  Authorizes  the  preparation  of  warrants,  bookings  and  releasing 
of  wards;  presents  detaining  orders  to  juvenile  court  judge  and  supplies 
additional  information  as  requested;  consults  with  judge  in  establishing 
dates  for  special  hearings  or  review  of  findings;  appears  at  all  court 
hearings  involving  cases  of  wards  processed  through  the  division; 
prepares  findings,  judgments  and  special  reports  required  or  requested 
by  the  court;  confers  with  medical  and  psychiatric  personnel,  superiors 
and  other  unit  supervisors  on  cases  involving  several  members  of  a  fam- 
ily, or  those  which  are  unusually  difficult  and  complex, 

3.  Receives  complaints  involving  family  neglect  matters  and  eval- 
uates them  to  determine  their  validity  and  seriousness;  confers  with  pro- 
bation officer  assigned  to  the  investigation  of  such  cases  before  commit- 
ing  the  department  to  a  definite  and  extensive  course  of  action;  ex- 
plains court  procedures  to  parents,  religious  leaders,  witnesses  and 
attorneys. 

k.      Communicates  with  public  and  private  agencies  and  institutions 
for  casework  planning,  resolving  of  conflicting  interests  and  maintenance 
of  good  public  relations;  prepares  and  delivers  addresses  on  probation 
work  to  training  classes  and  other  interested  groups. 


CLASS  TITLE:   SUPERVISING  PROBATION  OFFICER  JUVENILE  COURT  CODE:  8U.li 
(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences. 

Requires  at  least  six  years  of  increasingly  responsible  social  wel- 
fare experience,  especially  as  applied  to  either  juvenile  or  family  case 
work,  and  including  two  years  of  supervisory  experience:  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  organization,  functions,  policies  and  procedures  of  the  juvenile 
court;  the  advanced  principles  and  practices  in  the  evaluation  and  treat- 
ment of  adolescent  behavioral  disorders;  the  resources,  services  and  facil- 
ities of  public  and  private  agencies  available  to  court  wards  and  desti- 
tute families. 

Requires  ability  to:   plan,  organize,  direct  and  inspect  the  work  of 
a  staff  of  probation  officers  investigating  and  supervising  delinquent 
and  dependent  children;  analyze  complex  and  serious  emotional  and  behav- 
ioral problems;  direct  effective  plans  for  rehabilitation;  establish 
and  maintain  effective  working  relationships  with  legal,  medical,  psy- 
chological and  community  service  groups. 

PROMOTIVE  LINES: 

To:  Assistant  Chief  Probation  Officer,  Juvenile  Court 

From:  Probation  Officer,  Juvenile  Court 

Senior  Probation  Officer,  Juvenile  Court 


CLASS  TITLE:   ASSISTANT  CHIEF  PROBATION  OFFICER.  CODE:   8Ul6 

JUVENILE  COURT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  planning,  organiz- 
ing and  directing  the  probation  services  of  the  juvenile  court  and  in  the 
overall  administration  of  the  department;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   assisting  in  developing,  coordi- 
nating, originating  and  executing  the  overall  administrative  policy  of 
the  department;  making  continuing  personal  contacts  with  representatives 
of  government  and  private  organizations  and  groups  involving  discussions, 
explanations  and  interpretations  of  the  department's  policies,  rules  and 
regulations;  directing  the  preparation,  approving,  reviewing  and  main- 
tenance of  the  records  for  reports  affecting  the  probation  division  of 
the  juvenile  court. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs,  instructs  and  guides  unit  supervisors  in  the 
functions  of  investigation  and  supervision  of  court  wards;  reviews  all 
cases  in  which  there  are  disputes  regarding  residence,  assignment  of 
cases  to  proper  divisions  or  inter-agency  disputes;  reviews  or  spot- 
checks  and  approves  court  reports  and  evaluations  of  ward  progress. 

2.  Interviews  applicants  for  positions  and  assigns  and  rotates 
personnel;  evaluates  divisional  training  needs  and  participates  in 
planning  staff  training  programs;  conducts  staff  meetings  and  in- 
service  training  classes. 

3.  Assists  the  chief  probation  officer  in  the  overall  administra- 
tion of  the  department;  directs  the  preparation  of  the  annual  report 
and  other  special  reports  or  press  releases;  assists  in  budget  com- 
pilation and  review;  conducts  staff  meetings  with  division  heads; 
attends  and  represents  the  department  at  professional  conferences; 
meets  with  representatives  of  government  and  community  agencies  regard- 
ing cases  of  mutual  interest;  acts  for  the  department  head  in  his  absence. 

k-     Coordinates  the  services  of  the  psychiatric  clinic  with  those 
of  the  overall  department  operation;  plans  and  effects  procedural  changes 
within  the  limits  of  established  policy. 

5.  Acts  as  host  to  official  visitors  and  other  groups  interested 

in  juvenile  court  operations  and  services;  delivers  talks  to  various  com- 
munity groups  on  various  subjects  relating  to  juvenile  delinquency. 

6.  Serves  as  relief  referee,  juvenile  court  during  absences  and 
hears  and  recommends  on  traffic  and  delinquency  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  university 
or  college,  with  a  baccalaureate  degree,  with  major  course  work  in  the 
social  sciences. 


CLASS  TITLE:  ASSISTANT  CHIEF  PROBATION  OFFICER,  CODE:   8i;l6 

JUVENILE  COURT 
(Continued) 

Requires  at  least  nine  years  of  increasingly  responsible  social 
welfare  experience,  especially  as  applied  to  the  juvenile  or  family  case 
work,  and  including  three  years  of  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  the  principles,  methods  and  techniques  involved  in  administering 
juvenile  probation  services  and  applicable  laws,  codes,  statutes  and 
policies. 

Requires  ability  to  plan  and  coordinate  varied  and  complex  juvenile 
probation  activities  and  establish  and  maintain  effective  working  rela- 
tionships with  department  personnel  and  government  and  community  agencies 
concerned  with  juvenile  problems. 

Requires  considerable  skill  in  the  professional  application  of 
juvenile  probation  principles  and  techniques. 

PROMOTIVE  LINES: 

To:  Chief  Probation  Officer,  Juvenile  Court 

From:  Supervising  Juvenile  Probation  Officer 
Superintendent  Juvenile  Hall 
Director,  Boys'  Ranch  School 


CLASS  TITLE:   CHIEF  PROBATION  OFFICER,  JUVENILE  COURT       CODE:   81*18 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  judicial  review,  administers  the  non- judicial  operations 
of  the  juvenile  court,  including  the  probation  division,  juvenile  hall, 
log  cabin  ranch  school,  as  well  as  the  related  business  and  building 
maintenance  services;  coordinates  activities  with  the  court's  program 
and  directions;  directs  a  continuing  program  of  public  relations;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  established  policies  and  methods  affecting  the  various  non- 
judicial activities  in %the  different  areas .supervised;  budgetary  fiscal 
control  and  services;  making  continuing  contacts  in  order  to  establish 
and  maintain  satisfactory  relationships  with  subordinate  administrative, 
supervisory  and  professional  personnel  and  administrative  officials  and 
representatives  of  outside  groups  in  connection  with  handling  difficult 
probation  matters  and  problems;  directing  the  preparation,  approval, 
review  and  maintenance  of  important  records  and  reports  affecting  all 
operational,  maintenance  and  non- judicial  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  the  non-judicial  activities  of  the 
juvenile  court;  develops  methods  and  policies  to  govern  administration  of 
juvenile  probation. 

2.  Formulates  plans  for  rehabilitation  of  probationers;  cooperates 
with  various  social  agencies,  law  enforcement  bodies  and  interested 
persons  in  developing  programs  of  crime  and  delinquency  prevention; 
makes  recommendations  to  the  court  for  effecting  betterments. 

3.  Maintains  liaison  with  city  and  state  departments  in  connection 
with  the  operation,  finance,  maintenance  of  buildings  and  grounds,  capital 
improvements  and  public  relations  of  all  divisions  of  the  juvenile  court. 

ll.   Attends  meetings  with  state  officials,  various  committees  of  the 
board  of  supervisors,  the  mayor  and  his  staff,  chief  administrative 
officer,  controller,  director  of  public  works,  city  architect,  superin- 
tendent of  schools,  chief  of  police  and  such  other  public  executives  and 
employees  as  occasions  may  require  and  where  interests  are  common  with 
other  agencies. 

5  Establishes  and  maintains  a  continuing  program  of  public  rela- 
tions to  explain  and  interpret  the  work  of  the  department;  discusses 
problems  with  represnetatives  of  the  press;  television  and  radio; 
lectures  to  various  public  and  private  organizations;  annually  relates 
pertinent  information  to  each  grand  jury  and  assists  in  formulating 
administrative  and  other  improvements. 

6  Coordinates  all  problems  of  the  department  with  the  judge  oi 
the  juvenile  court  and  with  the  juvenile  probation  committee;  seeks  and 
obtains  advice  and  counsel  on  major  problems  and  policy  matters. 

7  Confers  with  the  board  of  directors  of  the  youth  guidance  center 
volunteer  auxiliary;  acts  as  special  consultant  in  connection  with  program 
development  concerning  children  under  the  jurisdiction  of  the  department. 


CLASS  TITLE:   CHIEF  PROBATION  OFFICER,  JUVENILE  COURT      CODE:   81*18 
(Continued) 

8.  Personally  inspects  all  activities;  visits  institutional  premises; 
meets  with  executives  and  private  agencies  to  formulate  overall  child 
welfare  planning;  advises  and  counsels  with  subordinate  administrative 
and  supervisory  personnel  affecting  their  respective  spheres  of  operations; 
insures  that  subordinates  are  given  every  opportunity  and  encouraged  to 
render  maximum  service  in  their  respective  fields. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  the 
social  sciences. 

Requires  at  least  ten  years  of  increasingly  responsible  social  welfare 
experience,  especially  as  applied  to  either  juvenile  or  family  case  work 
and  including  four  years  of  responsible  administrative  experience;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of  the  principles,  methods  and  techniques  involved  in  administering 
juvenile  probation  services  and  applicable  laws,  codes,  statutes  and 
policies. 

Requires  outstanding  ability  and  skill  to  plan  and  coordinate  varied 
and  complex  juvenile  probation  activities  and  establish  and  maintain  effec- 
tive working  relationships  with  department  personnel  and  government  and 
community  agencies  concerned  with  juvenile  problems. 

Requires  outstanding  skill  in  the  application  of  professional  know- 
ledge and  ability  to  juvenile  probation  problems. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Assistant  Chief  Probation  Officer, 
Juvenile  Court 


CLASS  TITLE:   ADULT  PROBATION  OFFICER  CODE  81*30 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  conducts  pre-sentence  investigations  for 
adult  offenders  convicted  in  a  municipal  courts  supervises  and  counsels 
probationers  and  respondents;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  exist- 
ing methods  and  procedures  relating  to  the  investigation  and  super- 
vision of  adult  offenders;  regular  contacts  with  adult  offenders,  rela- 
tives andvarious  agency  personnel  to  furnish  or  obtain  information  re- 
lating to  assigned  cases;  preparing  detailed  and  confidential  reports. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  pre-sentence  investigations  of  the  defendant's  offen- 
se, personal  background,  family  history,  education,  employment  and 
financial  status  and  evaluates  the  information;  prepares  required  re- 
ports for  court  with  recommendations  for  disposition  of  case;  interviews 
individuals  granted  probation  summarily,  and  sets  installment  periods 
for  court  imposed  fines,  restitution  to  injured  persons  and  child  support 
payments;  conducts  necessary  follow-up  work  to  insure  such  collection 
within  the  court  appointed  period. 

2.  Explains  the  probation  procedures  to  probationers  and  respon- 
dents and  assists  them  in  meeting  their  obligations;  counsels  and  advises 
probationers  and  family  with  reference  to  marriage,  family,  financial 
and  employment  problems;  evaluates  probationers  progress  in  complying 
with  court  orders  and  prepares  case  history  and  recommendations;  refers 
probationers  to  agencies  and  organizations  dealing  with  specialized 
social,  emotional  or  legal  problems;  answers  questions  from  courts, 
other  departments  and  community  organizations  regarding  the  status  and 
progress  of  probationers. 

3.  Supervises  and  takes  case  histories  of  prisoners  sentenced  on 
drunk  charges;  conducts  group  meetings  with  jail  inmates  aimed  at 
alcoholic  rehabilitations;  maintains  complete  records  of  alcoholic  cases; 
investigates  and  provides  essential  information  to  courts,  law  enforce- 
ment agencies,  and  other  groups  and  represents  the  department  at  commun- 
ity groups  interested  in  alcoholic  rehabilitation. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 

4"Vifi     social      SC16l~lC6S 

Requires  at  least  two  years  of  increasingly  responsible  social  wel- 
fare experience,  especially  as  applied  to  adult  or  family  casework;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  a  good  knowledge  of:   the 


CLASS  TITLE:   ADULT  PROBATION  OFFICER  CODE:  8i;30 

(Continued) 

principles,  techniques  and  trends  in  social  and  correctional  case  work 
with  specific  application  to  adult  offenders!  municipal  court  procedures 
and  the  general  law  relating  to  legal  rights  of  offenders;  public  and 
private  agencies  providing  services  to  alcoholics,  emotionally  disturbed 
persons  and  individuals  in  need  of  family  and  employment  counseling. 

Requires  ability  to:   inspire  confidence  and  employ  techniques  of 
acquiring  essential  information  from  adult  offenders,  alcoholics  and 
others;  establish  and  maintain  effective  working  relationships  with  comm- 
unity agencies,  fellow  employees  and  other  professional  personnel; 
prepare  accurate  and  concise  reports. 

Requires  skill  in  the  application  of  professional  principles  and 
practices  utilized  in  casework,  especially  as  applied  to  adult  emotional 
and  behavioral  disorders. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator's license, 

PROMOTIVE  LINES: 

To:  Senior  Adult  Probation  Officer 

From:  Assistant  Probation  Officer- 
Social  Service  Worker 


CLASS  TITLE:   SENIOR  ADULT  PROBATION  OFFICER  CODE:   8U32 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  conducts  pre-sentence  in- 
vestigations of  persons  convicted  of  felony  charges;  represents  the  de- 
partment in  assigned  superior  court ;  supervises  a  case  load  of  proba- 
tioners ;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  assist- 
ing adult  offenders  and  families,  judges  and  other  persons  involved  in 
assigned  cases;  preparing  critical  probation  case  reports  and  recommen- 
dations for  court  use. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  investigations  of  persons  convicted  of  felony  charges 
to  determine  their  eligibility  for  probation ;  interviews  applicant  to 
account  for  his  version  of  the  crime  incident  and  investigates  his  prior 
record  of  arrest;  evaluates  the  present  violation  by  contacting  the 
police  department  and  the  office  of  the  district  attorney;  investigates 
the  applicant 's  socio-economic  and  general  background  by  reviewing  police 
reports,  contacting  family,  former  employers,  schools,  military  author- 
ities and  other  agencies  that  had  contacts  with  the  individual;  evaluates 
assembled  information  and  prepares  report  for  the  court  with  department's 
recommendation  and  reason  for  or  against  granting  probation  to  the 
applicant . 

2.  Attends  sessions  of  assigned  superior  court;  represents  the  depart- 
ment in  all  matters  involving  probation  decisions  and  questions  raised 

by  the  court,  district  attorney  or  the  defendant's  attorney;  selects 
dates  for  probation  hearings  and  submits  supplemental  information  as 
required;  calendars  and  presents  motior.s  to  extend,  revoke,  modify  and 
terminate  probation. 

3.  Establishes  reporting  schedules  for  probationer  and  counsels 
him  on  existing  problems;  maintains  contact  with  probationer's  family 
and  provides  assistance  in  obtaining  gainful  employment;  periodically 
advises  court  of  probationers'  progress;  prepares  written  reports  re- 
questing that  original  charges  be  dismissed  at  the  successful  comple- 
tion of  probationary  period. 

k.      Serves  as  secretary  and  parole  officer  of  the  county  parole 
commission;  screens  applications  for  parole  and  submits  findings  and 
recommendations;  supervises  persons  granted  parole;  represents  the 
department  at  the  nalline  clinic  and  interviews  new  and  repeat  narcotic 
offenders;  arranges  weekly  clinical  visits  for  the  patient  and  advises 
court  of  the  nature  of  progress. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences. 

Requires  four  years  of  increasingly  responsible  social  welfare  ex- 
perience, especially  as  applied  to  adult  or  family  case  work;  or  an 
equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  ADULT  PROBATION  OFFICER  CODE:   8U32 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  general  provisions  of  the  law  relating  to  the  legal  rights  of 
the  criminal  offender;  the  soci-economic  and  psychological  factors  leading 
to  criminal  and  other  antisocial  behavior;  the  organization,  operations 
and  procedures  of  the  superior  court  (criminal  division  and  adult  pro- 
bation department. 

Requires  ability  to:   establish  and  maintain  effective  supervisory 
relationships  with  persons  convicted  of  serious  crimes;  effect  harmonious 
working  relationships  with  the  courts,  department  personnel  and  community 
agencies;  prepare  accurate  and  concise  reports. 

Requires  skill  in  the  application  of  principles  and  practices  utili- 
zed in  case  work,  especially  as  applied  to  adult  probationers. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  op- 
erator's license. 

PROMOTIVE  LINES: 

To:   Supervising  Adult  Probation  Officer 

From:  Adult  Probation  Officer 


CLASS  TITLE:   SUPERVISING  ADULT  PROBATION  OFFICER  CODE  8U3U 

CHARACTERISTICS  OF  THE  CLASS; 

Subject  to  administrative  approval,,  assigns  and  directs  the  activi- 
ties of  subordinate  personnel  engaged  in  advising,  counseling  and  super- 
vising probationers;  personally  participates  in  the  more  difficult  and 
complex  cases;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  enforcing,  coordinating 
and  assisting  in  the  origination  and  development  of  intra-unit  policies 
concerned  with  the  welfare  of  adult  offenders;  the  preparation  and  re- 
view of  technical  records  and  operating  reports, 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  confers  with  probation  officers  on  new  cases  and 
assists  in  planning  for  difficult  probationers  and  involved  situations; 
reviews  pre-sentence  and  other  court  reports  and  evaluates  factual  mater- 
ial for  accuracy  and  content  and  recommendations  for  clarity  and  validity. 

2.  Evaluates  staff  member  plans  for  supervising  probationers  and 
arrangements  for  fiscal  obligations;  trains  new  probation  officers  and 
instructs  them  regarding  departmental  policies  and  practices;  establishes 
and  maintains  inter-agency  procedures  and  confers  with  other  related 
agencies,  attorneys  and  judges  on  unusual  cases;  verifies  information 
received  by  reviewing  police,  municipal  court,  district  attorney  and  other 
official  records,  documents  and  papers;  establishes  and  directs  the  pro- 
cedures for  processing  and  filing  departmental  reports  and  supplemental 
materials;  acts  for  the  chief  adult  probation  officer  in  his  absence. 

3.  May  occasionally  participate  in  conducting  pre-sentence  investiga- 
tions and  supervising  a  selected  caseload  of  probationers  and  respon- 
dents; explains  court  and  probation  procedures  and  assists  them  in  meet- 
ing their  obligations;  counsels  and  advises  them  with  reference  to  marr- 
iage problems,  family  problems,  financial  difficulties  and  employment 
placement;  establishes  conditions  of  probation  and  develops  plans  for 
child  support  payments;  confers  with  and  exchanges  information  on  pro- 
bationers with  representatives  from  juvenile  court,  public  welfare  depart- 
ment and  state,  federal  and  other  governmental  and  private  agencies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences. 

Requires  at  least  six  years  of  progressively  responsible  social 
welfare  experience,  especially  as  applied  to  adult  or  family  casework, 
including  two  years  of  supervisory  experience;  or  an  equivalent  com- 
bination of  training  and  experience. 


CLASS  TITLE:   SUPERVISING  ADULT  PROBATION  OFFICER  CODE  Qk3h 
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Knowledge,  Abilities  and  Skills;  Requires  thorough  knowledge  of: 
the  social,  economic  and  psychological  factors  contributing  to  criminal 
and  other  anti-social  behavior;  the  applicable  provisions  of  the  law  re- 
lating to  the  functions  and  duties  of  the  probation  officer  and  the 
legal  rights  and  obligations  of  the  adult  offender;  the  organization, 
operations  and  procedures  of  the  municipal  court  and  adult  probation  de- 
partment . 

Requires  ability  to:   establish  and  maintain  effective  supervisory 
relationships  with  adult  offenders  and  respondents;  assign,  supervise 
and  review  the  work  of  subordinates;  effect  harmonious  working  relationships 
with  numerous  public  and  private  agencies  and  individuals  engaged  in  the 
apprehension,  conviction  and  rehabilitation  of  adult  offenders. 

Requires  considerable  skill  in  techniques  of  evaluating,  supervising 
and  counseling  adult  probationers. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Senior  Adult  Probation  Officer 


CLASS  TITLE:   CHIEF  ADULT  PROBATION  OFFICER  CODE:   81*36 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval  and  judicial  review,  is  respon- 
sible for  the  proper  administration  of  the  adult  probation  department; 
formulates  policies  and  plans  and  develops  methods  and  procedures  for 
the  rehabilitation  of  adult  probationers;  cooperates  with  various  social 
agencies,  law  enforcement  bodies  and  interested  persons  and  groups  in 
programs  of  crime  and  delinquency  prevention;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:  coordinating,  approving  and 
executing  policies  and  methods  affecting  all  units  of  the  department; 
the  management  of  budgetary  and  fiscal  activities  and  services  of  the 
entire  organization;  making  continuing  high  level  contacts  with  repre- 
sentatives of  government  and  private  agencies  concerned  with  the  welfare 
of  adult  probationers;  directing  the  preparation,  approval,  review  and 
maintenance  of  important  records  and  reports  affecting  all  operations 
of  the  department  and  individual  case  records  of  adult  probationers. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  activities  and  personnel  of  the  adult  probation 
department. 

2.  Develops  department  policies,  methods  and  procedures  and 
formulates  plans  for  the  rehabilitation  of  probationers. 

3.  Cooperates  with  various  agencies,  law  enforcement  bodies  and 
interested  persons  and  groups  regarding  programs  of  crime  and  adult 
delinquency  prevention;  makes  recommendations  to  court  for  effecting 
betterments  in  procedures  and  services. 

k.     Prepares  annual  budget  estimates  for  personal  and i non-personal 
services  covering  the  various  activities  of  the  department;  subsequently, 
is  responsible  for  controlling  expenditures  within  limitations  of 
authorized  appropriations. 

5.  Directs  and  participates  in  the  preparation  of  required  periodic 
reports  of  department  operations  and  the  maintenance  of  required  records 
and  files. 

6.  Serves  as  a  member  of  the  county  parole  commission. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Reqaires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
the  social  sciences. 

'  Requires  at  least  nine  years  of  progressively  responsible  social 
welfare  experience,  especially  as  applied  to  adult  or  family  case  work, 
including  four  years  of  responsible  supervisory  and  adminsitrative  ex- 
perience; or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CHIEF  ADULT  PROBATION  OFFICER  (continued)     CODE:   81; 36 

Knowledge,  Abilities  and  Skills;   Requires  comprehensive  knowledge 
of:   social,  economic  and  psychologocal  factors  contributing  to  criminal 
and  other  antisocial  behavior;  the  applicable  provisions  of  the  law  rela- 
ting to  the  functions  and  duties  of  the  probation  officer  and  the  legal 
rights  and  obligations  of  public  offenders;  the  organisation.,  operations 
and  procedures  of  the  municipal  court  and  adult  probation  department. 

Requires  considerable  ability  to:   establish  and  maintain  effective 
administrative  relationships  with  subordinate  supervisors  and  adult 
offenders  and  respondents;  plan,  organize,  assign  and  administer  and 
review  the  work  of  subordinates;  effect  harmonious  working  relationships 
with  numerous  public  and  private  agencies  and  individuals  engaged  in  the 
apprehension,  conviction  and  rehabilitation1  of  adult  offenders. 

Requires  considerable  skill  in  the  techniques  of  administering  adult 
probation  activities  and  in  evaluating  and  counseling  adult  probationers. 

PROMOTIVE  LINES: 

Mo  normal  lines  of  promotion  -  position  exempt  froir  examination 


CODE :   9000 


TRANSPORTATION  SERVICE 


CLASS  TITLE:   TRANSIT  EQUIPMENT  CLEANER  CODE:   9102 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  cleans  inside  and  outside  of  street  cars,  trolley- 
coaches  and  buses}  installs  and  removes  signs,  notices  and  posters;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  procedures  in 
preserving  the  appearance  and  sanitary  condition  of  transit  equipment; 
sustained  physical  effort  in  the  use  of  cleansing  equipment  and  cleansing 
agents.   Nature  of  work  involves  exposure  to  disagreeable  weather  con- 
ditions and  hazardous  work  situations. 

EXAMPLES  OF  DUTIES: 

1.  Cleans  exterior  body  and  windows  of  street  cars,  trolley  coaches 
or  buses  by  use  of  wash  rack  or  other  cleaning  equipment. 

2.  Washes  and  cleans  interior  floor  and  windows;  sponges  and 
chamois  interior  body;  cleans  all  interior  equipment  including  light 
fixtures  and  seats;  replaces  fuses. 

3-  Posts  signs,  notices  and  circulars  in  interior  of  transit 
equipment  and  removes  old  ones. 

1±.  Disinfects  and  deoderizes  coaches  as  required. 

5.  Reports  any  defective  equipment  observed  in  carrying  out 
cleansing  duties;  removes  and  replaces  broken  jets  on  cleaning  equipment; 
makes  minor  adjustments  to  electric  eye  trigger  equipment. 

6.  Replaces  seats  in  proper  locations  inside  transit  equipment. 

7.  Makes  reports  of  lost  articles  found  in  equipment. 

8.  Replaces  sand  in  sandboxes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  six  months  of  experience  in  janitorial  or  laboring 
work;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:  use  and 
understand  the  proper  use  of  a  variety  of  cleansing  agents  and  cleaning 
equipment  such  as  wash  racks,  cyclone  sweepers,  soap  pressure  vessels, 
and  vacuum  cleaners;  drive  transit  equipment;  get  along  well  with 
others;  follow  simple  oral  or  written  instructions. 

PROMOTIVE  LINES: 

To:   Transit  Equipment  Cleaner  Sub-Foreman 

From:   Original  entrance  examination 


CLASS  TITLE:   TRANSIT  EQUIPMENT  CLEANER  SUB-FOREMAN        CODE:   910U 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  the  duties  of  a  transit  equip- 
ment cleaner  and  in  addition, supervises  transit  equipment  cleaners, 
janitors  and  general  laborers  in  keeping  transit  equipment  in  a  clean 
and  sanitary  condition;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
methods  and  procedures  related  to  the  cleaning  and  sanitary  condition  of 
transit  equipment;  keeping  routine  records  of  equipment  cleaning 
activities.  Nature  of  work  involves  sustained  physical  effort  in  the 
use  of  cleaning  equipment  and  cleansing  agents,  and  exposure  to  disagree- 
able weather  conditions  or  hazardous  work  situations. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assigns  duties  to  transit  equipment  cleaners, 
janitors  and  general  laborers;  reviews  and  inspects  all  completed  work 
to  make  sure  that  it  has  been  performed  according  to  instructions;  keeps 
time  of  subordinates. 

2.  Performs  the  duties  of  a  transit  equipment  cleaner;  washes 
front  and  back  windows,  washes  all  door  windows;  cleans  exterior  body, 
interior  floor  and  all  interior  equipment;  replaces  fuses;  disinfects 
and  deodorizes  equipment  as  required;  posts  signs,  notices  and  circulars, 
and  reports  defective  equipment;  removes  and  replaces  broken  jets  on 
cleaning  equipment;  makes  minor  adjustments  to  electric  eye  trigger 
equipment . 

3.  Inspects  transit  equipment  for  assigned  work;  inspects  interior 
and  exterior  prior  to  running  through  washrack;  keeps  records  of  all 
equipment  that  has  been  completed  and  all  that  needs  washing. 

h.      Cleans  charter  coaches,  parade  and  convention  equipment;  may 
make  minor  repairs  such  as  changing  nozzle  fittings  or  replacing  hoses. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  grammar  school, 
supplemented  by  two  years  of  experience  as  a  transit  equipment  cleaner 
or  in  janitorial  or  laboring  work;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   use  and 
understand  the  proper  use  of  a.  variety  of  cleansing  agents  and  cleaning 
equipment  such  as  wash  racks,  cyclone  sweepers,  soap  pressure  vessels, 
and  vacuum  cleaners;  drive  transit  equipment;  follow  written  and  oral 
instructions;  assign  and  review  the  work  of  a  small  group  of  sub- 
ordinates; keep  simple  work  records. 


CLASS  TITLE:      TRANSIT  EQUIPMENT  CLEANER  SUB-FOREMAN  CODE:      910U 

(continued) 

PROMOTIVE  LINES: 

To:      Janitor  Foreman 
Porter  Foreman 

From:      Transit  Equipment  Cleaner 
Janitor 
Porter 


CUSS  TITLE:   FARE  COLLECTIONS  HELPER  CODE:   9108 

CHARACTERISTICS  OF  THE  CLASS 

Under  supervision,  removes  and  transfers  locked  money  vaults  from 
fare  boxes  to  money  bus  or  money  room;  checks  accuracy  of  fare  box  read- 
ings, keeps  simple  tally  records  of  mileage  traveled  by  transit  equip- 
ment; and  performs  related  Unties  as  required. 

Requires  responsibility  for:  following  established  procedures  in 
the  proper  handling  and  custody  of  money  vaults  and  other  fare  collec- 
tion equipment;  simple  tallying  of  passenger  fares  and  mileage  records. 
Nature  of  work  requires  sustained  physical  effort  involving  occasional 
heavy  lifting  in  connection  with  the  transporting  of  fare  collection 
equipment. 

EXAMPLES  OF  DUTIES: 

1.  Removes  filled  money  vaults  from  coaches  and  inserts  empty 
vaults;  transfers  vaults  taken  from  coaches  by  guerney  to  vault  room 
for  safe  storage  and  upon  arrival  of  money  bus,  transfers  vaults  to 
money  bus;  takes  inventory  of  vaults  and  fare  boxes  daily. 

2.  Inspects  fare  boxes  and  money  vaults  for  defects;  makes  out 
form  for  defective  equipment  and  inserts  same  on  defective  fare  box  or 
vault;  removes  defective  equipment  and  refers  to  shop  for  repair  and 
makes  reports  to  supervisor  indicating  reasons  for  removal  of  defective 
equipment. 

3.  Makes  out  fare  box  cards  for  fare  box  and  installs  new  fare 
boxes  in  coaches;  stamps  dates  on  fare  box  cards,  listing  box  number, 
number  of  vehicle,  opening  cash  reading;  closes  out  used  fare  box  cards 
daily,  entering  readings  shown  on  box  dials  in  space  provided;  corrects 
errors  in  readings  made  by  operators  and  prepares  summary  of  correct 
readings;  arranges  used  cards  in  numerical  order  by  fare  box  numbers; 
transcribes  coach  number  shown  on  fare  box  cards  to  a  nrmierical  list. 

h.      Checks  and  tallies  mileage  cards  after  adjusting  for  lost 
mileage  by  transit  vehicles. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  one  year  of  experience  in  general  clerical, 
office  and  messenger  duties,  preferably  in  an  operating  division  of 
a  municipal  transit  system;  or  an  equivalent  combination  of  training 
and  3xper: ence . 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of:   modern 
clerical  practices,  methods  and  procedures;  some  familiarity  with 
transit  equipment  and  the  operating  divisions  of  the  runjcipal  transit 
system. 

Requires  ability  to:   exert  a  moderate  amount  of  physical  effort 
in  moving,  lifting  and  transporting  fare  collection  equipment;  make 
simple  arithmetical  computations;  follow  simple  written  and  oral  in- 
structions; get  along  well  with  fellow  employees. 


CUSS  TITLE:   FARE  COLLECTIONS  HELPER  (continued)  CODE:   9108 

PROMOTIVE  LINES: 

To:  Fars  Collection  Receiver 

From:   Original  entrance  examination 
Junior  Clerk 


CLASS  TITLE:   FARE  COLLECTIONS  RECEIVER  CODE:   9110 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  important,  routine  duties  in  connection 
■with  the  receipt  and  transfer  of  fare  collections,  preparation  of  coins 
for  a  change  fund  and  the  issuance  of  operators  equipment  and  supplies; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  prescribed  policies,  pro- 
cedures and  regulations  governing  the  handling  and  transferring  of  fare 
collections  and  the  preparation  of  transit  operators'  outfits;  regular 
contact  with  other  employees  of  the  operating  division,  and  occasionally 
with  the  general  public  to  furnish  and  obtain  information.  Nature  of 
duties  requires  close  attention  for  safeguarding  and  security  of  fare 
collections . 

EXAMPLES  OF  DUTIES: 

1.  Receives  daily  receipts  in  a  transit  division,  sorts  and  counts 
same  and  puts  in  safe;  takes  readings  on  portable  registers  and  records 
on  register  cards. 

2.  Assembles  and  issues  outfits  to  operating  personnel,  consisting 
of  trip  sheets,  transfers,  time  cards,  defect  cards  and  ticket  transfer 
envelopes. 

3.  Sets  up  money  rolling  machine,  rolls  and  packages  coins  for 
change  fund  in  various  denominations. 

U.  Sells  school  tickets  and  holiday  passes;  records  sales  and  trans- 
mits money  to  central  money  room. 

5.  Issues  paychecks  to  operating  personnel;  collects  fare  short- 
ages, pays  overages. 

6.  Receives  lost  and  found  articles,  records  and  tags  same. 

7.  Stores  supplies;  gives  routine  information  to  the  general 
public  and  others  on  general  railway  operations  activities  and  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
mented by  at  least  two  years  of  progressively  responsible  general  clerical 
or  general  office  experience;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  standard 
office  operations,  procedures,  office  machines  and  equipment;  operation 
division  organization  activities  and  procedures. 

Requires  ability  to:   make  simple  arithmetical  computations; 
operate  a  money  counting  and  sorting  machine;  get  along  well  with  other 
employees  and  the  general  public. 

Requires  skill  in  the  use  of  simple  calculating  equipment. 

PROMOTIVE  LINES: 

To:   Fare  Collections  Teller 
From:  Fare  Collections  Helper 


CLASS  TITLE:   FARE  COLLECTIONS  TELLER  CODE:   9111 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  duties  in  connection 
with  the  segregating,  counting  and  balancing  of  fare  collections;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  established  policies  and 
procedures  related  to  the  safeguarding  of  and  accounting  for  transit  fare 
collections;  preparing  summaries  of  receipts  and  deposits.  Nature  of 
work  requires  continuous  close  attention  for  security  of  money  and 
accurate  record  keeping. 

EXAMPLES  OF  DUTIES: 

1.  Operates  a  money  counting  machine  in  segregating  and  counting 
nickels,  dimes  and  quarters  received  from  various  operating  divisions; 
checks  money  for  foreign,  mutilated  and  counterfeit  coins;  balances  cash 
against  receipt  summaries;  prepares  sacks  and  loose  money  for  deposit. 

2.  Counts  bundles  of  currency  and  segregates  mutilated  bills  from 
good  bills  and  straps  in  bundles  of  various  denominations . 

3.  Collects,  audits  and  accounts  for  Sunday  and  holiday  tour  ticket 
receipts. 

MINIMUN  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  general 
clerical  or  general  office  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  the  methods 
and  procedures  involved  in  handling  and  accounting  for  moderate  sums  of 
money. 

Requires  ability  to:   work  accurately  under  constant  pressure;  get 
along  well  with  other  employees;  operate  a  money  counting  and  sorting 
machine;  perform  simple  arithmetical  calculations. 

Requires  skill  in  the  use  of  simple  calculating  equipment. 

PROMOTIVE  LINES: 

To:  Fare  Collections  Cashier 

From:  Fare  Collections  Receiver 
Clerk 


CLASS  TITLE:   FARE  COLLECTIONS  CASHIER  CODE:   9112 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  administers  a  cash  change  fund  for  supply- 
ing transit  operating  personnel  with  coins;  sells  change  to  transit 
system  operators;  buys  change  from  central  money  room  to  replenish  fund; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  established  policy,  regu- 
lations and  procedures  relating  to  sale  and  purchase  of  coins  for  a 
change  fund;  preventing  moderate  losses  through  the  proper  accounting  for 
and  safeguarding  of  money;  preparing,  maintaining  and  checking  ordinary 
financial  summaries  and  balances;  regular  contact  with  operating  personnel. 
Nature  of  the  work  requires  continuous  close  attention  for  accurate  record 
keeping. 

EXAMPLES  OF  DUTIES: 

1.  Exchanges  wrapped  rolls  of  nickels  and  dimes  for  quarters, 
halves  and  currency. 

2.  Prepares  revolving  fund  form  and  submits  to  central  accounting 
office;   prepares  cash  statement  to  accompany  purchases  of  rolls  of 
nickels  and  dimes . 

3.-  Counts,  segregates,  sacks,  ties  and  tags  money  for  revolving 
fund  and  deposits  in  safe. 

1±.  Collects  shortages  from  operators;  receives  daily  receipts  from 
collectors  and  operators;  counts  totals,  balances  and  sorts  for  transfer 
to  central  money  room. 

3>.  May  sell  school  and  other  special  fare  tickets;  records  and 
remits  summary  to  accounting  departments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemted  by  six  years  of  progressively  responsible  general  clerical  or 
general  office  experience,  including  at  least  two  years  in  handling  and 
accounting  for  moderate  amounts  of  money;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   methods 
and  procedures  of  handling  and  accounting  for  moderate  amounts  of  money; 
bookkeeping  fundamentals  to  properly  prepare  summaries  and  balance  records. 

Requires  ability  to:   keep  accurate  and  up-to-date  records  of  receipts 
and  disbursements  of  money;  work  under  pressure  and  with  accuracy;  make 
ordinary  arithmetical  calculations  and  computations. 

Requires  skill  in  the  operation  of  calculating  equipment  and  money 
sorting  machines. 

PROMOTIVE  LINES: 

To:   Senior  Fare  Collections  Cashier 

From;   Fare  Collection  Teller 
~  ~   Fare  Collections  Receiver 


CLASS  TITLE:   SENIOR  FARE  COLLECTIONS  CASHIER  CODE:   911U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  handling,  distributing  and  account- 
ing for  fare  collections  receipts  and  a  fare  change  fund  for  the  municipal 
transit  system;  consolidates  and  balances  records  of  fare  collections  and 
change  fund  sales  and  purchases;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  inter- 
preting policy,  regulations  and  procedures  governing  the  operation  of  a 
large  revolving  fund  for  supplying  change  and/or  the  tabulation  of  daily 
fare  collections;  prevention  of  considerable  losses  by  supervising  the 
proper  handling  of  change  fund  and  fare  collection  receipts;  preparation 
and  checking  important  financial  records  of  money-handling  activities; 
nature  of  the  work  requires  continuous  close  attention  for  accurate 
results  and  correct  record  keeping. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties  and  reviews  the  work  of  subordinates  engaged  in 
accounting  for,  rolling,  packaging,  transporting  and  collecting  fare  box 
operating  change  funds  and/or  for  counting,  c  hecking,  balancing  and 
transporting  all  fare  collections  received  prior  to  deposit. 

2.  Supervises  the  distribution  of  change  for  change  fund  in  opera- 
ting divisions  and/or  the  counting,  checking  and  preparing  of  daily 
receipts  and  depositing  with  the  federal  reserve  bank  and  the  city 
treasurer. 

3.  Maintains  records  of  change  fund  operations;  makes  out  orders 
for  change  requisitioned  by  change  sales;  audits  all  money  received  from 
the  sale  of  change  and  collects  shortages  from  sellers  and  returns  over- 
ages; purchases  change  from  daily  receipts  to  keep  change  fund  in  daily 
operation. 

h.      Balances  and  deposits  school  ticket  money,  Sunday  and  tour 
ticket  money  received  from  various  divisions. 

5>.   Prepares  daily  report  of  all  revenues  received  and  deposited 
with  the  city  treasurer. 

6.  Distributes  daily  receipts  to  various  accounts  prior  to  prepa- 
ration of  the  monthly  report  for  the  accounting  department, 

7.  Prepares  a  monthly  foreign  and  mutilated  coin  report;  deposits 
mutilated  coins  with  city  treasurer  and  makes  report  of  such  deposit. 

8.  Requisitions  stationery  and  material  for  central  money  room. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  eight  years  of  progressively  responsible  general  clerical 
or  general  office  experience,  including  at  least  four  years  in  handling 
and  accounting  for  moderate  amounts  of  money. 


CLASS  TITLE:  SENIOR  FARE  COLLECTIONS  CASHIER  CODE:  911U 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  methods  and  procedures  of  handling  and  accounting  for  large  sums  of 
money;  laws,  rules  and  regulations  applied  to  the  collection  and  dis- 
bursement of  money}  elementary  knowledge  of  bookkeeping  principles  and 
practices. 

Requires  ability  to:  perform  difficult  arithmetical  calculations; 
prepare  consolidated  distribution  summaries;  deal  courteously,  tactfully 
and  effectively  with  subordinates  and  others;  assign,  supervise  and 
review  the  work  of  subordinates. 

PROMOTIVE  LINES: 

To:  Transit  Revenue  Supervisor 

From:  Fare  Collections  Cashier 


CLASS  TITLE:   SENIOR  FARE  COLLECTIONS  RECEIVER  CODE;   9116 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  transfer  of  daily  fare  collections 
from  division  receiving  rooms  to  central  receiving  room;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  fare 
collection  system  policies  and  procedures  to  assure  the  security  of 
large  amounts  of  money  received  at  various  locations;  preparing  time  and 
work  records  and  reports;  regular  contact  with  other  employees  of  the 
transit  system  operating  departments. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  activities  of  employees  engaged  in  handling, 
safeguarding  and  transferring  transit  fare  collections;  checks  employee 
attendance,  replaces  absentees;  issues  supplies;  post  bulletins  regard- 
ing safety  or  security  precautions  and  checks  to  see  that  work  progresses 
on  schedule;  instructs  new  men  assigned  to  the  fare  collection  unit. 

2.  Inspects  all  transit  vehicles  when  indications  are  that  money 
vaults  are  not  being  pulled  from  fare  box,  causing  delayed  computation 
of  correct  revenue. 

3.  Investigates  circumstHnces  pertaining  to  disabled  fare  boxes 
and  reports  thereon  to  head  of  revenue  collections  division. 

h.  Investigates  any  breach  of  security,  malfunction  of  equipment 
or  complaints   received;  makes  reports  of  activities  on  special  forms. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  six  years  of  progressively  responsible  general  office  or  general 
clerical  experience,  including  two  years  in  handling  and  safeguarding  large 
amounts  of  money;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  rules,  regulations,  policy  and  procedures  governing  the  receipt, 
handling  and  safeguarding  of  fare  collections. 

Require  ability  to:  prepare  clear  and  accurate  operational  and 
activity  reports;  assign,  supervise  and  review  the  work  of  subordinates; 
deal  courteously,  tactfully  and  effectively  with  subordinates  and  other 
operating  employees . 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Fare  Collections  Cashier 

From:   Fare  Collections  Receiver 


CLASS  TITLE:   PRINCIPAL  FARE  COLLECTIONS  RECEIVER  CODE:   9117 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  collection,  handling  and 
transporting  of  transit  fare  collections;  exercises  general  supervision, 
through  subordinates,  of  employees  engaged  in  the  transfer  of  fare 
collections  from  division  to  central  receiving  rooms;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   carrying  out,  explaining  and 
enforcing  fare  collection  system  policies  and  procedures  and  assisting 
in  developing  new  procedures  to  assure  the  security  of  large  amounts  of 
money  received  at  various  locations;  preparing  and  checking  time  and 
work  records  and  reports;  making  frequent  important  contacts  with  other 
employees  of  the  transit  system  operating  departments. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  through  subordinate  supervisory  personnel,  the 
activities  of  employees  engaged  in  handling,  safeguarding  and  trans- 
ferring transit  fare  collections;  checks  employee  attendance;  replaces 
absentees;  issues  supplies;  posts  bulletins  regarding  safety  or  security 
precautions;  takes  precautions  to  see  that  work  progresses  on  schedule; 
instructs  new  men  assigned  to  the  fare  collection  unit. 

2.  Inspects  transit  vehicles  in  instances  when  indications  are 
that  money  vaults  are  not  being  promptly  pulled  from  fare  boxes,  and 
remedies  causes  of  delayed  processing  of  fare  receipts. 

3.  Investigates  circumstances  pertaining  to  defective  fare  boxes 
and  reports  circumstances  to  head  of  revenue  collection  division. 

h-      Investigates  any  breach  of  security,  malfunction  of  equipment, 
and  complaints  received;  prepares  reports  of  activities  on  special 
forms . 

5.  Maintains  fare  box,  money  vault  and  key  inventory  for  the 
entire  fare  collection  system. 

6.  Maintains  and  coordinates  schedules  of  money  bus  to  expedite 
pickup  and  delivery  of  money  vaults. 

7 .  Prepares  mileage  and  pull-out  charts  for  fare  collection 
personnel;  installs  new  fare  collection  system  procedures. 

8.  Requisitions  necessary  materials  and  forms  for  fare  collection 
system  activities. 

9.  When  directed,  makes  confidential  investigations  relative  to 
the  fare  collection  system  and  related  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  seven  years  of  progressively  responsible  general  office 
or  general  clerical  experience,  including  three  years  in  handling  and 
safeguarding  large  amounts  of  money;  or  an  equivalent  combination  of 
training  and  experience. 


CLASS  TITLE:   PRINCIPAL  FARE  COLLECTIONS  RECEIVER  CODE:   9117 

( continued) 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  the  rules,  regulations,  policies  and  procedures  governing  the  receipt, 
handling  and  safeguarding  of  cash  fare  collections . 

Requires  considerable  ability  to:   assign,  supervise  and  review  the 
work  of  subordinates!  prepare  and  review  operational  and  activity  reports; 
deal  courteously,  tactfully  and  effectively  with  subordinates  and  other 
operating  personnel. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Transit  Revenue  Supervisor 

From:   Senior  Fare  Collections  Receiver 


CLASS  TITLE:   TRANSIT  REVENUE  SUPERVISOR  CODE:  9118 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  receipt,  accounting 
for  and  deposit  of  all  revenue  due  the  municipal  transit  system; 
exercises  general  direction  and  supervision  over  revenue  collections,  sta- 
tistical record  keeping  and  related  activities;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   interpreting,  coordinating  and  enfor- 
cing policy,  procedures,  rules  and  regulations  governing  all  transit  rev- 
enue collection  functions  and  activities;  prevention  of  considerable 
losses  through  supervising  the  proper  handling,  safeguarding  and  account- 
ing for  of  large  amounts  of  money;  preparing,  checking  and  reviewing  im- 
portant and  detailed  revenue  operational  and  activity  reports;  regular 
important  contact  with  employees,  outside  agencies  and  the  general  public 
for  the  purpose  of  exchanging  information  and  explaining  regulations 
and  procedures  concerning  revenue  collections  and  related  activities. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  collection  of  passenger  fares  received  through 
locked  type  fare  collection  boxes  and  the  collection  and  sale  of  all 
school  and  other  special  fare  tickets;  directs  the  handling  and  account- 
ing for  of  a  revolving  fund  used  for  a  fare  change  fund. 

2.  Directs  the  counting,  preparing  and  depositing  of  all  munici- 
pal transit  revenues  and  the  preparation  and  maintenance  of  statistical 
and  related  data. 

3.  Reviews  and  audits  the  work  of  personnel  assigned  to  passenger 
revenue  accounting  operations. 

h.     Devises  forms  and  procedures  for  revenue  accounting  operations 
and  installs  and  prepares  operating  manuals  to  assure  adherence  to  re- 
vised procedures. 

5.  Prepares  special  reports  and  analyses  on  transit  revenue  matters 
and  performs  various  confidential  investigations  and  reports  on  revenue 
collections  and  related  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  courses  in  bookkeeping  or  elementary  accounting  principles 
and  practices. 

Requires  ten  years  of  progressively  responsible  general  clerical  or 
general  office  experience,  including  at  least  four  years  of  responsible 
supervisory  and  administrative  work  in  connection  with  the  handling  and 
accounting  for  of  large  amounts  of  money. 


CLASS  TITLE:   TRANSIT  REVENUE  SUPERVISOR  CODE:   911 8 

(Continued) 

Knowledge.,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  functions,  rules,  regulations,  policies  and  procedures  governing  the 
activities  of  the  revenue  collections  unit;  handling,  accounting  for  and 
depositing  considerable  amounts  of  money;  civil  service  rules  and  regula- 
tions governing  processing  of  personnel  records  and  reports;  bookkeep- 
ing or  elementary  accounting  principles  and  practices. 

Requires  considerable  ability  to:   prepare  complete,  accurate  and 
logical  statistical  and  other  reports;  deal  courteously,  effectively 
and  tactfully  with  employees,  supervisors  and  representatives  of  out- 
side agencies  and  groups;  plan,  assign,  supervise  and  review  the  work 
of  subordinates. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Senior  Fare  Collections  Cashier 

Principal  Fare  Collections  Receiver 


CLASS  TITLE:   TRANSIT  INFORMATION  CLERK  CODE:   9122 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  answers  requests  for  information  from  the 
general  public  regarding  schedules,  transit  routes,  special  events, 
attractions  and  other  related  matters;  explains  rules,  procedures  and 
management  policy;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  policy, 
regulations  and  procedures  related  to  transit  operations  information  and 
service  involving  regular  and  continual  contacts  with  the  general  public 
or  representatives  of  outside  groups  for  the  purpose  of  furnishing  such 
information;  maintaining  routine  work,  activity  and  passenger  service 
records.  Nature  of  work  requires  continuous  close  attention  for  accurate 
results. 

EXAMPLES  OF  DUTIES: 

1.  Directs  callers  to  destination  by  the  quickest  and  most  con- 
venient transit  route,  indicating  the  location  of  passenger  stops, 
transfer  rules  and  regulations. 

2.  Gives  information  to  public  relative  to  special  events  and 
attractions,  where  they  are  to  be  held,  and  what  transit  service  will 
be  furnished. 

3.  Receives  calls  regarding  complaints  and  routes  to  division 
involved,  or  personally  disposes  of  the  complaint  if  same  can  be  handled 
without  referral. 

k.     Makes  fare  refunds  either  in  person  or  through  the  mail. 
5>.  Files  passenger  service  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  experience  in  general  office, 
clerical  or  public  information  work,  preferably  in  an  operating  division 
of  a  municipal  transit  system;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of: 
transit  lines,  schedules,  special  events  and  attractions;  regulations 
and  management  policy  as  applicable  to  the  services  furnished  by  the 
municipal  transit  system;  city  and  county  districts  and  locations. 

Requires  ability  to:   deal  courteously,  effectively  and  tactfully 
with  the  general  public  and  others;  follow  oral  and  written  instructions. 
Requires  a  pleasant  and  clear  speaking  voice. 

PROMOTIVE  LINES: 

To:   Senior  Transit  Information  Clerk 

From:   Clerk 

Clerk-Typist 


CLASS  TITLE:   SENIOR  TRANSIT  INFORMATION  CLERK  CODE:   9121; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  answers  requests  for  information  from  the 
general  public  regarding  schedules,  transit  routes,  special  events, 
attractions  and  other  related  matters?  exercises  work  direction  over  a 
small  group  of  subordinates  engaged  in  such  work?  and  performs  related 
duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  enforc- 
ing policies,  regulations  and  procedures  relative  to  transit  operations 
information  and  service  involving  regular  and  continual  contacts  with 
the  general  public  or  representatives  of  outside  groups;  preparing  and 
reviewing  routine  work,  activity  and  passenger  service  records.   Nature 
of  the  work  requires  continuous  close  attention  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  reviews  the  work  of  a  small  group  of  subordinates 
engaged  in  supplying  transit  information  to  the  general  public. 

2.  Directs  callers  to  destination  by  the  quickest  and  most  con- 
venient transit.route,  indicating  the  location  of  passenger  stops; 
explains  transfer  rules  and  regulations. 

3.  Gives  information  to  public  relative  to  special  events  and 
attractions,  where  they  are  to  be  held,  and  what  transit  service  will 
be  furnished. 

U.  Receives  calls  regarding  complaints;  routes  each  to  division 
concerned  or  personally  disposes  of  complaint  if  same  can  be  handled 
without  referral. 

5.  Makes  fare  refunds  either-  in  person  or  through  the  mail. 

6.  Keeps  vacation,  sick  leave  and  related  personnel  records. 

7.  Files  weekly  passenger  service  reports;  prepares  annual  report 
on  passenger  service  and  information  bureau  activity;  checks  routine 
work  and  activity  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  three  years  of  experience  in  general  office, 
clerical  or  public  information  work,  preferably  in  the  operating 
division  of  a  municipal  transit  system;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills;   Requires  considerable  knowledge 
of:   transit  lines,  schedules,  special  events  and  attractions;  regula- 
tions and  management  policy  as  applicable  to  the  service  furnished  by 
the  municipal  transit  system;  city  and  county  districts  and  locations. 

Requires  ability  to:   assign  and  review  work  of  subordinates;  deal 
courteously,  effectively,  and  tactfully  with  the  general  public  and 
others;  follow  oral  and  written  instructions. 

Requires  a  pleasant  and  clear  speaking  voice. 


CLASS  TITLE:   SENIOR  TRANSIT  INFORMATION  CLERK  CODE:   9121; 

( continued) 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:   Transit  Information  Clerk 
Clerk 


CLASS  TITLE:   TRANSIT  TRAFFIC  CHECKER  CODE:   9126 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  variety  of  passenger,  vehicle 
and  pedestrian  surveys  as  a  basis  for  sound  and  efficient  scheduling  of 
transit  equipment;  computes  and  summarizes  findings;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   following  established  methods  and  pro- 
cedures in  making  a  variety  of  transit  and  related  traffic  checks;  com- 
piling routine  statistical  records  and  summaries  of  transit  operations; 
making  regular  contacts  with  the  general  public  to  obtain  or  furnish 
information  regarding  existing  or  proposed  transit  routes  and  schedules. 

EXAMPLES  OF  DUTIES: 

1.  Takes  passenger  checks,  counting  number  of  passengers  arriving, 
leaving,  boarding,  and  alighting  from  a  specified  station,  headway  be- 
tween vehicles,  time  of  arrival,  and  departure  of  transit  equipment; 
takes  running  time  checks,  noting  arrival  and  departure  time  as  against 
scheduled  time;  takes  terminal  checks  indicating  arrival,  lay-over  and 
departure  time. 

2.  Boards  vehicles  to  note  running  time  between  terminals,  exact 
time  at  each  stop  and  ratio  of  standing  to  moving  time,  exact  time  at  all 
time  points,  number  of  passengers  passed  up  by  vehicle  and  speed  of 
vehicle. 

3.  Takes  spot  checks  to  investigate  complaints  from  patrons  of 
inadequate  service;  interviews  the  public  as  to  origin  and  destination 
points  in  relation  to  new  proposed  routes  and  distributes  notices  to 
the  public  covering  changes  of  service  or  new  types  of  service;  answers 
inquiries  from  the  public  with  regard  to  transit  schedules  and  routes. 

h.      Tabulates  figures  from  traffic  checks  indicating  running  time 
summary  for  the  minimum,  maximum,  average  and  schedule  time  and  prepares 
summary  to  show  number  of  passengers  arriving,  leaving,  boarding  and 
alighting;  compiles  data  on  the  seating  capacity  and  maximum  passenger 
capacity,  types  of  street  cars,  trolleys  and  motor  coaches  in  operation; ^ 
occasionally  counts  automobiles  at  specified  locations  to  determine  traffic 
cor-  i:    -  . 

5.  Maintains  a  log  book  showing  the  number  of  check,  line,  day  of 
the  week,  date  and  station;  occasionally  counts  pedestrians  or  vehicles 
other  than  municipal  transit  equipment. 

MINIMUM  QUALIFICIATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented  by  at  least  two  years  of  experience  in  an  operating  division 
of  a  municipal  transit  system,  preferably  in  general  office,  public 
information  or  related  activities;  or  an  equivalent  combination  of  train- 
ing and  experience. 


CLASS  TITLE:   TRANSIT  TRAFFIC  CHECKER  CODE:   9126 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  types  of 
equipment  used  by  the  municipal  railway,  city  and  county  districts  and 
locationsj  transit  lines  and  schedulesj  operating  rules,  regulations 
and  management  policy. 

Requires  ability  to  make  simple  arithmetical  computations;  follow 
simple  oral  and  written  instructions;  concentrate  and  give  close  atten- 
tion to  work  for  short  periods  of  time;  work  accurately  with  figures; 
present  a  neat  appearance;  deal  courteously  and  effectively  with  the  gen- 
eral public. 

License:   Requires  posoession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Transit  Traffic  Checker 

From:  Original  entrance  examination 
Transit  Information  Clerk 
Clerk 


CLASS  TITLE:    SENIOR  TRANSIT  TRAFFIC  CHECKER  CODE:   9128 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  perforins  the  duties  of  a  .transit  traffic 
checker^  in  addition  exereises' supervision  over  a  small 'group. of  tran- 
sit traffic  checkers;  instructs  and  trains  new  employees;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
rules,  regulations  and  procedures  related  to  transit  traffic  surveys; 
compiling,  checking  and  reviewing  statistical  reports  and  summaries; 
regular  contacts  with  the  general  public  for  purpose  of  obtaining., and 
furnishing  information  regarding  transit  equipment  operation.  ' 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  assigns,  and  keeps  time  of  transit  traffic  checkers; 
reviews  completed  work  for  accuracy  and  completeness;  instructs  and  trains 
new  employees. 

2.  Takes  passenger  checks  indicating  number  of  passengers  arriv- 
ing, leaving,  boarding,  and  alighting;  takes  running  time  and  terminal 
checks  indicating  arrival,  departure  and  lay-over  time  at  each  stop, 
and  passengers  passed  up  by  transit  equipment. 

3.  Secures  information  relative  to  traffic  conditions  for  proposed 
new  routes;  interviews  public  as  to  origin  anddsstination  points; 
distributes  notices  to  the  public  covering  changes  of  service  or  new 
types  of  service  on  existing  or  new  transit  lines;  furnishes  informa- 
tion to  the  general  public  regarding  the  municipal  transportation  sched- 
ules and  routes. 

U.  Computes  and  summarizes  traffic  check  survey  figures;  compiles 
data  on  seating  capacity  and  maximum  passenger  capacity  and  types  of 
transit  equipment;  occasionally  takes  pedestrian  or  vehicle  checks  on 
other  than  municipal  transit  equipment. 

5.  Notes  unusual  occurrences  on  vehicles  such  as  reasons  for  tie- 
ups  or  other  conditions  which  affect  the  speed  and  flow  of  traffic; 
takes  spot  checks  to  investigate  complaints  from  patrons  about  inade- 
quate service. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supp- 
lemented by  one  year  of  experience  in  transit  traffic  checking  activities; 
or  an  equivalent  combination  cf training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:   the  various 
types  of  municipal  transit  equipment;  city  and  county  districts  and  lo- 
cations; transit  lines  and  schedules;  operating  rules  and  regulations. 

Requires  ability  to:   supervise  and  instruct  employees;  make  simple 
arithmetical  computations;  deal  courteously  with  the  general  public;  be 
accurate  with  figures;  prepare  clear  and  concise  traffic  survey  reports 
and  summaries. 


CLASS  TITLE;   SENIOR  TRANSIT  TRAFFIC  CHECKER  CODE:   9128 

(continued) 

License;  Requires  possession  of  a  valid  state  vehicle  operators 
licensee 

PROMOTIVE  LINES: 

To:  Transit  Schedule  Maker 

From:   Transit  Traffic  Checker 


CLASS  TITLE:   TRANSIT  SCHEDULE  MAKER  CODE:   9130 

CHARACTERISTICS  OF  THE  CLASS: 

Under  lirection,  performs  technical  duties  in  the  preparation, 
analysis  and  revision  of  regular  and  special  transit  operating  schedules; 
assists  in  coordinating  sign-ups  of  operating  personnel  with  transit 
schedules;  compiles  statistics  for  transit  schedule  reports  and  records; 
and  performs  related  duties  as  required, 

Requires  responsibility  for:   carrying  out  and  explaining  policy, 
methods  and  procedures  relative  to  the  preparation  and  revision  of 
transit  operating  schedules;  regular  contact  with  employees  of  other- 
departments  and  occasionally  with  the  general  public  for  the  purpose  of 
furnishing  or  obtaining  information  or  explaining  procedures  and  regu- 
lations relative  to  transit  schedules;  checking,  reviewing  and  analyzing 
traffic  survey  summaries  and  related  statistical  reports  as  a  basis  for 
preparation  and/or  revision  of  transit  schedules.   Mature  of  work  requires 
continuous  close  attention  for  accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Initiates  schedule  changes  to  maintain  service  at  proper  level 
on  assigned  transit  lines;  analyzes  and  evaluates  traffic  survey  and 
other  available  data  and  makes  recommendations  for  new  or  revised 
schedules;  analyzes  and  evaluates  passenger  load  and  ride  checks, 
stationary  and  running  time;  prepares  reports  on  new  schedules  and 
changes  in  existing  schedules;  prepares  special  schedules  for  special 
events. 

2.  Computes  data  from  range  sheets,  train  sheets,  school  and 
charter  bus  sheets  to  record  transit  schedule  changes;  prepares  reports 
on  vehicle  miles  and  hours,  equipment  requirements  for  comparison  with 
existing  and  proposed  schedules;  assembles  related  statistical  data  and 
compiles  statistical  reports;  transposes  revenue  cost  and  equipment 
figures  to  monthly  graphs. 

3.  Determines  the  number  and  type  of  traffic  enecks  required; 
instructs  transit  traffic  checkers  in  special  or  unusual  traffic  check 
procedures. 

k.      Prepares  new  running  time  and  time  points;  compares  proposed 
with  present  running  time,  allowing  for  restrictions  due  to  rules  and 
regulations  of  management;  determines  headway  specifications  from 
running  time  and  adjusts  headway  specifications  as  needed. 

f>.   Computes  vehicle  hours,  trips  and  miles  for  transit  equipment. 

6.  Assembles  and  distributes  all  pertinent  information  needed  by 
division  personnel  for  a  general  or  inter-divisional  sign-up;  cooperates 
with  transportation  superintendent  in  directing  and  conducting  the 

sign -up  of  operating  personnel. 

7.  May  appear  as  an  expert  witness  on  transit  schedule  matters  in 
accident  claims  cases. 


CLASS  TITLE:   TRANSIT  SCHEDULE  MAKER  (continued)  CODE:   9130 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  two  years  of  experience  in  transit  traffic 
checking,  field  inspection  or  transit  control  activities;  or  an  equiv- 
alent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
transit  lines  and  schedules;  operating  rules  and  regulations;  city  and 
county  districts  and  locations;  traffic  problems  as  related  to  specific 
lines  and  locations;  municipal  transit  equipment. 

Requires  ability  to:   instruct  subordinates;  make  sound  analysis 
of  operating  conditions  as  a  basis  for  formulation  of  accurate  and 
efficient  transit  schedules;  deal  courteously  and  effectively  with 
fellow  employees  and  the  general  public;  prepare  clear,  concise  and 
accurate  schedule  reports;  make  ordinary  arithmetical  computations. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Transit  Schedule  Supervisor 

From:   Transit  Traffic  Checker 

Senior  Transit  Traffic  Checker 
Transit  Service  Inspector 
Transit  Control  Dispatcher 


CLASS  TITLE:   SENIOR  TRANSIT  SCHEDULE  MAKER  CODE:   9132 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  the  duties  of  a  schedule  maker  and  in 
addition  trains  and  instructs  new  schedule  makers;  compiles  important 
statistics  for  transit  schedule  reports  and  records;  and  performs  rela- 
ted duties  as  required. 

Requires  responsibility  for  carrying  out  and  interpreting  policy- 
procedures  and  methods  related  to  the  preparation  and  revision  of  transit 
operating  schedules  and  assists  in  developing  new  methods  and  procedures; 
regular  contact  with  employees  of  other  departments  and  occasionally  the 
general  public  for  the  purpose  of  exchanging  information  or  explaining 
procedures  and  regulations  relative  to  transit  schedule  making  or  statis- 
tical interpretation  thereof;  preparing  and  checking  statistical  and 
related  reports, 

EXAMPLES  OF  DUTIES: 

1.  Computes  data  from  range  sheets,  train  sheets,  school  and 
charter  sheets,  to  record  transit  schedule  changes;  prepares  reports  on 
vehicle  hours,  power  and  equipment  requirements  for  comparison  with  the 
existing  and  proposed  schedules;  assembles  related  statistical  data  and 
compiles  statistical  reports. 

2.  Estimates  costs  for  service  extensions  and/or  service  contracts; 
transposes  revenue  cost  and  equipment  figures  to  monthly  graphs  to  illus- 
trate changes,  extensions  or  abandonments. 

3.  Trains  new  schedule  makers  in  schedule  making  procedures;  attends 
staff  meetings:  acts  for  the  schedules  supervisor  in  his  absence. 

h.      Initiates  schedule  changes  to  maintain  service  at  proper  level 
on  assigned  transit  lines;  analyzes  and  evaluates  traffic  surveys, 
passenger  load  checks,  running  time,  ride  checks;  instructs  traffic 
checkers  in  special  or  unusual  traffic  checks;  recommends  new  or  revised 
schedules;  prepares  reports  on  new  schedules  and  changes  in  existing 
schedules;  prepares  special  schedules  for  special  events. 

5>.  Prepares  new  running  time  and  time  points;  compares  proposed 
with  present  running  time  allowing  for  restrictions  due  to  rules  and 
regulations  of  management;  determines  headway  specifications  from  running 
time  and  adjusts  headway  specifications  as  needed. 

6„   Computes  vehicle  hours,  trips  and  miles  for  transit  equipment. 

7.  Assembles  and  distributes  all  pertinent  information  needed  by 
division  personnel  for  a  general  or  inter -divisional  sign-up;  cooperates 
with  superintendent  of  transportation  in  directing  and  conducting  the 
sign-up  of  all  operating  personnel  from  general  sign-up  headquarters, 

8.  May  appear  as  an  expert  witness  on  transit  schedule  matters  in 
accident  claims  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  sup- 
plemented by  at  least  six  years'  experience  in  traffic  checking  or  field 
inspection  activities,  including  two  years  in  preparing  and  revising 
transit  schedules. 


CLASS  TITLE:   SENIOR  TRANSIT  SCHEDULE  MAKER  CODE:   9132 

( Continued) 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  transit  lines  and  schedules;  good  knowledge  of:   operating  rules  and 
regulations;  city  and  county  districts  and  locations;  traffic  problems 
as  related  to  specific  lines  and  locations;  good  knowledge  of  municipal 
transit  equipment;  familiarity  with  basic  statistical  techniques  and 
methods;  ability  to  train  and  instruct  subordinates;  make  sound  analysis 
of  operating  conditions  as  a  basis  for  formulation  of  efficient  schedules; 
deal  courteously  and  effectively  with  fellow  employees  and  the  public; 
prepare  clear,  concise  and  accurate  schedules- and' related' statistical  reports; 
make  ordinary  arithmetical  computations. 

Requires  skill  in  the  use  of  simple  statistical  methods  and  techni- 
ques in  the  preparation  of  charts,  graphs  and  other  statistical  forms 
to  portray  clear,  accurate  and  concise  illustrations. 

PROMOTIVE  LINES: 

To:  Transportation  Division  Superintendent 
Transit  Schedules  Supervisor 

From:  Transit  Schedule  Maker 


CLASS  TITLE:   TRANSIT  SCHEDULE  SUPERVISOR  CODE:  913h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  preparation  of  transit 
schedules,  traffic  surveys,  and  the  compilation  of  related  statistical 
reports  and  records;  prepares  difficult  and  complex  exploratory- 
schedules  for  new  services  and  activities;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   developing,  interpreting  and  enforcing 
existing  policies  and  procedures  related  to  transit  schedule  prepar- 
ation and  revision  and  for  assisting  in  originating  and  coordinating  new 
systems  for  transit  schedules;  regular  contacts  with  administrative  and 
other  employees  of  the  operating  divisions  of  the  transit  system 
relative  to  explanation  of  procedures,  regulations  and  services  and  the 
handling  of  difficult  schedule  problems;  analyzing  and  reviewing 
important  schedules  and  related  statistical  reports  as  a  basis  for 
making  recommendations  on  transit  schedule  problems. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  reviews  the  work  of  transit  schedule  makers  in 
preparing,  analyzing  and  revising  existing  transit  schedules  and  in 
developing  new  schedules;  drafts  the  basic  schedule  or  assigns  the 
project  to  a  subordinate;  trains  new  employees  in  schedule  making  pro- 
cedures. 

2.  Interprets  policy  changes  or  changes  in  laws  affecting  schedule 
making  activities,  and  incorporates  changes  into  schedule  program  after 
approval  by  traffic  superintendent. 

3.  Directs  and  coordinates  the  checking  of  traffic  on  transit 
lines  and  analyzes  the  checks  to  ascertain  if  the  schedules  are  adequate 
to  handle  the  transportation  problems. 

k.     Confers  with  transportation  superintendent,  field  inspectors, 
dispatchers  and  other  transit  personnel  about  service  matters,  com- 
plaints and  special  events. 

5.  Prepares  cost  estimate  data  for  service  extensions  and/or 
service  contracts;  transposes  revenue  cost  and  equipment  extensions  or 
abandonments . 

6.  Prepares  new  exploratory  schedules  for  consolidation  of  lines, 
new  types  of  equipment,  new  routes,  express  service,  limited  stop 
service  and  extensions  of  existing  lines. 

7.  Supervises  the  setting  up  and  installing  of  new  schedule  forms 
and  procedures. 

8.  Acts  for  the  traffic  superintendent  in  his  absence;  attends 
staff  meetings. 

9.  Supervises  the  compilation  of  statistical  data  on  time  and 
mileage  figures;  supervises  the  preparation  and  distribution  of  all 
schedule  materials. 

10.  May  appear  as  an  expert  witness  on  transit  schedule  matters 
in  accident  claim  cases. 


CLASS  TITLE:   TRANSIT  SCHEDULE  SUPERVISOR  (continued)      CODE:   913a 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  exper- 
ience in  preparing  and  revising  transit  schedules  or  related 
statistical  reports 5  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   transit  lines  and  schedules;  operating  rules  and  regulations;  city 
and  county  districts  and  locations;  traffic  problems  as  related  to 
specific  lines  and  locations;  municipal  transit  equipment;  good  knowledge 
of  basic  statistical  methods  and  techniques;  organization  and  supervision. 

Requires  considerable  ability  to:  make  sound  analysis  of  operating 
conditions  as  a  basis  for  formulation  of  efficient  schedules;  deal 
courteously  and  effectively  with  fellow  employees;  prepare  clear,  con- 
cise and  accurate  reports;  make  ordinary  arithmetical  computations; 
supervise  and  coordinate  the  work  of  a  small  staff  engaged  in  a  variety 
of  schedule  making  and  checking  activities. 

Requires  considerable  skill  in  the  use  of  statistical  methods  and 
techniques  in  the  preparation  of  statistical  charts,  graphs  and  other 
statistical  forms  to  portray  clear,  accurate  and  concise  illustrations. 

PROMOTIVE  LINES: 

To:   Transit  Traffic  Superintendent 

From:   Transit  Schedule  Maker 


CLASS  TITLE:   TRANSIT  TRAFFIC  SUPERINTENDENT  CODE:   9136 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  is  in  charge  of  and  respon- 
sible for  the  activities  and  functions  of  the  schedule  and  traffic 
department  of  the  municipal  transit  system;  exercises  general  supervision, 
through  subordinates,  over  transit  schedule  preparation,  computation  of 
related  statistics  and  traffic  surveys;  on  assignment,  represents  the 
general  manager  at  meetings  and  conferences;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   coordinating  and  executing 
existing  policies,  procedures  and  methods  related  to  schedule  and  traffic 
activities  and  for  originating  improvements  and  new  methods  and  pro- 
cedures; regular  personal  contact  with  employees,  representatives  of 
outside  organizations  and  groups  involving  the  discussion,  explanation 
and  interpretation  of  policies,  rules  and  regulations  of  the  traffic 
division;  preparing  and/or  reviewing  important  detailed  and  complex 
operational  records  and  reports  as  a  basis  for  reaching', important 
decisions  or  making  sound  recommendations  on  transit  schedules  or 
related  activities;  achieving  considerable  economies  through  the 
efficient  and  sound  scheduling  of  transportation  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  gives  overall  supervision  to  the  development  and 
revision  of  transit  schedules  and  the  coordination  of  work-shifts  for 
regular  and  relief  operating  personnel  with  transit  schedules. 

2.  Directs  the  application  of  major  management  projects  to 
schedules,  such  as  conversion  from  one  type  of  equipment  to  another  or 
conversion  of  one  type  of  work-week  to  another;  initiateseeconomy 
measures  and  service  improvements  and  directs  their  inclusion  in 
schedules . 

3.  Assign^  through  subordinate  personnel,  responsibility  for 
specified  lines  or  specific  projects  including  certain  statistics,  and 
other  traffic  transit  studies, 

k.     Directs  and  analyzes  transit  and  traffic  studies,  such  as 
route  studies,  cost  estimates  and  investigations,  and  prepares  reports 
thereon;  reviews  revenue,  switch-back  and  statistical  records  for 
information  related  to  traffic  and  schedule  matters. 

5.  Makes  special  studies,  surveys  and  investigations  at  the 
request  of  the  general  manager  and  submits  reports  thereon;  prepares 
replies  to  inquiries  on  schedule,  traffic  or  related  matters  for  the 
general  manager;  investigates  transit  proposals  and  submits  reports 
thereon. 

6.  Meets  and  negotiates  with  representatives  of  business  and 
other  groups  as  to  service  proposals;  makes  appearances  before  business, 
civic,  improvement  and  other  group  meetings  as  representative  of 
management  on  traffic  or  related  transit  matters. 

7.  Serves  as  liaison  officer  in  matters  pertaining  to  transit 
and  general  traffic  between  the  transit  system  and  other  city  depart- 
ments. 


CLASS  TITLE:   TRANSIT  TRAFFIC  SUPERINTENDENT  (continued)    CODE:   9136 

8.  Makes  field  observations  of  special  traffic  conditions  and 
pr  oblems . 

9.  Cooperates  with  the  transportation  superintendent  in  directing 
the  preparation  of  special  schedules  and  special  events  for  certain 
holidays  and  unusual  traffic  situations. 

10.  On  assignment,  may  act  for  the  general  manager  in  his  absence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  economics,  statistics,  traffic  engineering  or 
a  related  field. 

Requires  at  least  six  years  of  progressively  responsible  experience 
in  transit  schedule  making  and  related  statistical  work  or  transit 
traffic  engineering;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   traffic  and  schedule  functions  and  problems  of  a  large  municipal 
transit  system;  operating  policies,  rules  and  regulations;  transit  lines 
and  schedules;  traffic  problems  as  related  to  specific  lines  and  loca- 
tions; considerable  knowledge  of:   the  principles  and  techniques  of 
organization,  management  and  supervision;  city  and  county  districts  and 
locations;  municipal  transit  equipment;  a  good  knowledge  of  statistical 
methods  and  techniques. 

Requires  considerable  ability  to:   exercise  independent  judgment  in 
the  analysis  and  solution  of  complex  traffic  or  schedule  problems; 
exercise  initiative  and  ingenuity  in  developing  and  revising  transit 
schedules;  deal  courteously,  tactfully  and  effectively  with  the  general 
public,  other  departments  of  the  transit  system  and  representatives  of 
other  agencies;  prepare  complex  reports  and  recommendations  in  a  clear, 
concise  manner. 

Requires  considerable  skill  as  a  public  speaker. 

License:   Requires  possession  of  a  valid  state  motor  vehicle 

operator's  license. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Transit  Schedule  Supervisor 

Original  entrance  examination 


CLASS  TITLE:   TRANSIT  TIME  AUDITOR  CODE:   9l!|0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  conducts  daily  time  audits  of  transit 
operating  employees  in  accordance  with  applicable  rules,  laws,  regula- 
tions and  procedures  to  insure  accuracy  of  all  time  recorded; 
establishes  controls  from  time  schedules  and  authorized  time  reports; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  interpreting  exist- 
ing policy,  regulations  and  procedures  in  connection  with  the  recording 
of  transit  operating  personnel  time;  checking  and  reviewing  important 
detailed  and  complex  time  records  and  records  exact  time  as  a  basis  for 
computation  of  exact  earnings  of  operating  personnel.  Nature  of  work 
requires  the  application  of  considerable  knowledge  of  payroll  procedures, 
the  analysis  of  schedules  and  reports  to  determine  correct  time  allow- 
ances, and  sustained  close  attention  and  concentration  for  accurate 
results, 

EXAMPLES  OF  DUTIES: 

1.  Audits  and  computes  all  time  for  transit  operating  personnel 
including  extra-men  detail,  figuring  of  extra  trips,  collect  schedules 
and  overtime  worked;  computes  exact  amount  of  time  to  be  recorded  for 
each  run  and  the  amount  of  time  to  be  compensated  in  accord  with  all 
rules,  laws,  regulations  and  procedures  governing  computation  of  plat- 
form personnel  wages. 

2.  Sets  up  controls  from  time  tables,  overtime  reports,  extra 
men  details,  collect  schedules  and  range  tables. 

3.  Recapitulates  and  balances  hours  and  minutes  in  time  schedules 
to  correspond  with  daily  audit  of  time  recorded. 

k.  Compiles  difficult  time  reports  and  performs  other  miscellan- 
eous payroll  duties  as  assigned  by  supervisor. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  sup- 
plemented by  at  least  two  years'  experience  in  auditing  personnel  time 
records  or  general  payroll  work;  or  an  equivalent  combination  of  train- 
ing and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of  the  municipal  transit  system  payroll  procedure,  rates,  rules  and 
regulations;  municipal  transit  schedules  and  lines;  basic  knowledge  of 
mathematics. 

Ability  to  work  well  with  others;  work  accurately  under  pressure; 
make  ordinary  mathematical  computations. 

Skill  in  the  use  of  calculating  or  related  office  equipment. 


CLASS  TITLE:  TRANSIT  TIME  AUDITOR  (Continued)  CODE:   91^0 

PROMOTIVE  LINES: 

To:  Principal  Clerk 

From:   Clerk 

Payroll  Clerk 


CLASS  TITLE:   TRANSIT  SERVICE  INSPECTOR  CODE:   91UJ4. 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  operating  personnel  in  main- 
taining transit  schedules  and  services;  re-routes  equipment  in  emergen- 
cies; loads  and  dispatches  equipment  when  necessary  to  expedite  service; 
prepares  ordinary  operating  reports;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
rules,  regulations,  policies  and  procedures  relative  to  the  maintenance 
of  transit  schedules  and  services  and  the  safe  operation  of  transit 
equipment  at  a  fixed  location  or  in  an  assigned  area;  making  regular 
contacts  with  the  general  public  for  the  purpose  of  furnishing  or  obtain- 
ing information  or  explaining  procedures  and  regulations  relating  to  the 
operation  of  transit  equipment;  preparing  ordinary  operating,  accident 
and  other  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  transit  equipment  operations  within  a  designated 
district  in  a  radio  patrol  car  or  at  a  fixed  location  for  scheduled 
place,  destination  and  type  of  service;  switches  back,  headways,  re- 
routes and  Improvises  temporary  schedules  to  maintain  service  disrupted 
by  fires,  parades  and  other  emergency  situations. 

2.  Makes  minor  adjustments  to  mechanical  parts  of  disabled  transit 
equipment  when  such  adjustments  will  restore  equipment  to  service; 
directs  and  assists  in  removing  disabled  equipment  so  as  to  clear  lines. 

3.  When  necessary,  collects  transfers,  loads  passengers  and 
supplies  change  to  operators. 

k.     Responds  to  accidents  involving  transit  equipment;  secures 
pertinent  information  from  those  involved  in  and  witnesses  to  accidents; 
if  necessary,  requests  police  and/or  fire  aid,  wrecker  or  line  truck. 

5.  Makes  reports  of  defects  in  track,  pavement  and  other  hazards; 
receives  and  reviews  accident  reports. 

6.  Checks  operators  on  violations  of  rules  and  safety  regulations; 
issues  citations  to  autos  violating  parking  ordinances  in  bus  zones; 
removes  disorderly  passengers  and  directs  traffic  when  necessary. 

7.  Accepts  complaints,  criticism  and  commendations  from  the  public, 
adjusts  differences  and  disputes  and  prepares  reports  thereon. 

8.  May  be  assigned  to  make  passenger  counts  and  assist  in  the 
handling  of  extra  service. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  experience  in  the  operation  of  transit 
equipment;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   TRANSIT  SERVICE  INSPECTOR  (continued)        CODE:  91hh 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of: 
transit  lines,  transit  schedules  and  transit  equipment;  operating  rules 
and  regulations . 

Requires  ability  to:   deal  courteously,  effectively  and  tactfully 
with  the  public  and  subordinates;  operate  and  supervise  others  in  the 
operation  of  transit  equipment;  enforce  disciplinary  action  effectively. 

Requires  basic  mechanical  aptitude. 

license:  Requires  possession  of  a  valid  state  chauffeur  or  motor 
vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:   Day  Transit  Dispatcher 

Transit  Control  Dispatcher 

Transit  Schedule  Maker 

Transit  Control  Assistant  Supervisor 

From:   Transit  Equipment  Operator 


CUSS  TITLE:   TRANSIT  CONTROL  DISPATCHER  CODE:   91^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  important  technical  duties  in  receiving 
and  transmitting  radio  calls  and  monitoring  recorder  graphs  to  effectively 
control  the  operation  of  transit  equipment  and  the  maintenance  of  sched- 
ules and  service;  prepares  and  maintains  ordinary  operational  reports; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
policy,  procedures  and  regulations  related  to  efficient  and  safe  transit 
operations  through  a  radio  control  system;  making  continuous  contact  with 
field  inspectors  and  other  operating  and  maintenance  employees  for  the 
purpose  of  exchanging  information  and  dispatching  personnel  in  response 
to  emergency  situations;  preparation  and  maintenance  of  ordinary  opera- 
tional and  activity  reports.  Nature  of  the  work  requires  close  attention 
and  concentration  in  reporting  unusual  traffic  conditions,  checking  and 
reporting  failure  to  adhere  to  schedules  and  rerouting  equipment  in 
emergencies. 

EXAMPLES  OF  DUTIES: 

1.  Maintains  radio  contact  with  transit  service  inspectors  and 
other  operating  employees;  dispatches  inspectors  by  radio  or  telephone 
to  adjust  disrupted  headways  caused  by  accident,  blockades,  fires  or 
other  occurences. 

2.  Maintains  central  control  daily  log  reporting  accidents, 
standing  delays  and  disruptions  to  service,  noting  cause  and  action  taken 
to  correct  same;  monitors  headway  recorder  graphs  and  informs  both  fixed 
station  and  radio  control  inspectors  of  any  delays  that  may  appear  and  en- 
ters such  delays  on  appropriate  record;  files  headway  recorder  graphs. 

3.  Keeps  record  of  all  crews  dispatched  from  the  line  or  track 
department . 

h-     Informs  management  of  accidents,  blockades  and  unusual  occur- 
ences; informs  public  relations  bureau  of  matters  that  could  cause  news- 
paper publicity;  checks  central  control  daily  log  for  disabled  equipment 
and  unusual  occurrences  and  marks  same  for  attention  of  management. 

5.   Performs  a  variety  of  routine  clerical  duties  in  connection  with 
the  maintenance  of  operation  and  work  records  of  the  central  control 
office. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  three  years  of  progressively  responsible  experience  in 
transit  equipment  operation,  including  at  least  one  year  in  supervising 
transit  equipment  in  the  field;  or  an  equivalent  combination  of  train- 
ing and  experience . 


CLASS  TITLE:   TRANSIT  CONTROL  DISPATCHER  CODE:   91 50 

(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge' 
of  transit  lines  and  schedules;;  operating  rules  and  regulations;  transit 
equipment . 

Requires  ability  to:   operate  radio  transmitting  and  receiving  equip- 
ment; deal  courteously,  effectively  and  tactfully  with  fellow  employees; 
react  quickly  to  emergency  situations;  prepare  clear  and  accurate  oper- 
ational and  activity  reports;  speak  in  a  clear  and  distinct  voice. 

License:  Requires  possession  of  a  restricted  radio  telephone  oper- 
ator's permit. 

PROMOTIVE  LINES: 

To:  Day  Transit  Dispatcher 

Transit  Control  Assistant  Supervisor 

From:  Transit  Service  Inspector 


CLASS  TITLE:   TRANSIT  CONTROL  ASSISTANT  SUPERVISOR  CODE:   9152 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  directing  transit  control  activities 
for  the  municipal  transit  system;  exercises  supervision  over  operating 
personnel  engaged  in  accelerating  service,  reassigning  and  rerouting 
equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   coordinating,  interpreting  and  en- 
forcing policy,  procedures  and  regulations  governing  the  maintenance  of 
transit  schedules  and  service;  making  regular  contacts  with  the  general 
public,  other  transit  system  employees,  employees  of  other  departments 
and  representatives  of  outside  groups  for  the  purpose  of  exchanging  in- 
formation and  explaining  procedures  and  regulations  covering  operation 
and  scheduling  of  transit  equipment;  preparing  and  checking  operational 
and  accident  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  is  responsible  for  all  activities  of  the  transit 
control  operation  on  night  shift,  including  central  control  office, 
fixed  stations  and  radio  patrol  cars. 

2.  Patrols  downtown  area  during  afternoon  rush  periods  to  check  the 
movement  of  transit  equipment  in  traffic;  accelerates  service  by  assist- 
ing and  directing  inspectors  and  collectors  in  the  loading  of  passengers; 
instructs  operating  personnel  in  safe  methods  of  transit  equipment  oper- 
ation; requests  police  assistance  at  locations  where  traffic  is  stagnant 
and  congested. 

3.  Checks  to  see  that  collectors  are  at  their  assigned  locations 
and  that  they  arrive  and  depart  at  scheduled  times;  reassigns  collectors 
to  key  locations  when  necessary. 

h.     Acts  for  the  transit  control  superintendent  in  his  absence. 

5.  Advises  and  directs  inspectors  in  the  handling  of  parades, 
special  events,  conferences  and  athletic  events,  street  cave-ins,  broken 
trolley  wires  and  in  the  rerouting, switching  back  and  pushing  or  towing 
equipment;  cooperates  with  division  superintendents  in  the  scheduling 

of  extra  equipment  to  be  used  at  public  events. 

6.  Consults  with  officials  of  the  police  department  on  police  prob- 
lems that  affect  the  railway,  such  as  the  rerouting  of  equipment  during 
emergencies,  the  taking  into  custody  of  operators  who  are  intoxicated 

on  duty  and  the  parking  of  railway  vehicles  at  public  functions. 

7.  When  necessary  and  acting  as  a  special  police  officer,  issues 
traffic  citations  for  parking  in  bus  zones. 

MINIMUM  QUALIFICATIONS: 

Training  and  experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  four  years  of  progressively  responsible  exper- 
ience in  transit  equipment  operation,  field  inspection,  control  or 
dispatching  activities;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   TRANSIT  CONTROL  ASSISTANT  SUPERVISOR  CODE:   9152 

(Continued) 

Knowledge ,  Abilities  and  Skills;   Requires  considerable  knowledge  of: 
transit  lines,  schedules  and  equipment;  operating  rules  and  regulations; 
general  transportation  problems. 

Requires  considerable  ability  to:   re-assign  and  re-route  equipment 
in  eiiergencies  to  accelerate  service;  prepare,  review  and  check  operational 
records  and  reports;  deal  courteously,  effectively  and  tactfully  with  the 
public,  employees  of  other  departments  and  outside  groups  and  their 
representatives;  supervise,  assign  and  review  the  work  of  subordinates; 
exercise  disciplinary  action  in  an  effective  manner. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator's license  or  chauffeur's  license;  a  restricted  radio  telephone  op- 
erator's permit. 

PROMOTIVE  LINES: 

To:   Transit  Control  Supervisor 

Transportation  Division  Superintendent 

From:  Night  Transit  Dispatcher 

Transit  Control  Dispatcher 
Transit  Service  Dispatcher 


CLASS  TITLE:   TRANSIT  CONTROL  SUPERVISOR  CODE:  91$k 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  the  transit  control  activities  for 
the  municipal  transit  system;  exercises  general  direction  and  supervi- 
sion over  operating  personnel  on  all  lines  of  the  municipal  transit  sys- 
tem through  a  radio  control  and  field  inspection  system;  reviews,  evalu- 
ates and  approves  important  operating  and  other  reports;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   developing,  coordinating  and  enforc- 
ing policy  procedures,  rules  and  regulations  governing  the  maintenance 
of  transit  service  and  schedules;  regular  contacts  with  the  general  pub- 
lic, persons  in  other  departments,  representatives  of  outside  organiza- 
tions and  groups  for  the  purpose  of  exchanging  information,  explaining 
procedures,  regulations  and  methods  and  discussing  and  interpreting 
policy  relating  to  the  operation  and  scheduling  of  transit  equipment; 
review  and  approval  of  important  operation  and  accident  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  transit  service  inspectors  in  supervising  all  platform 
personnel  on  lines  of  municipal  railway  system  through  a  radio  control 
and  field  inspection  system;  makes  assignment  of  inspectors  to  radio 
patrol  cars  and  fixed  stations = 

2.  Travels  over  lines  at  various  times  to  observe  operations  and 
to  instruct  inspectors;  prepares  assignments  and  schedules  for  parades 
and  special  events;  makes  plans  for  rerouting  around  street  work  and 
other  obstructions, 

3.  Trains  and  reviews  the  work  of  transit  control  dispatchers  as- 
signed to  the  central  control  room. 

k.      Receives  and  evaluates  inspectors'  reports,  central  control 
daily  log,  recorder  graphs  and  unusual  delay  reports;  takes  necessary 
action  to  correct  the  situation  and/or  forwards  to  proper  authorities 
for  disposition. 

5.  Attends  bi-monthly  meetings  of  the  streets  utilities  committee 
to  participate  in  discussion  and  plans  with  regard  to  traffic  and  rail- 
way operations;  prepares  reports  thereon  for  review  and  approval  of 
management;  attends  weekly  meetings  in  the  office  of  the  transportation 
superintendent  to  discuss  general  railway  operations. 

6.  Meets  and  coordinates  transit  operations  with  engineers,  police 
department,  employees  of  other  city  departments,  private  utilities  and 
general  contractors, 

7.  Keeps  management  informed  of  disablements,  accidents,  unusual 
occurrences,  long  service  delays  and  matters  involving  newspaper  publi- 
city. 

8.  Directs  the  preparation  of  daily  payroll  for  all  subordinate 
personnel  in  the  transit  control  operation. 

9.  Assists  in  the  development  and  advancement  of  subordinates 
through  training  and  effective  use  of  employee  development  program. 


CLASS  TITLE:   TRANSIT  CONTROL  SUPERVISOR  CODE:  9l5k 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  six  years  of  progressively  responsible  experience 
in  the  operating  department  of  a  municipal  transit  system  in  transit 
operation,  field  inspection,  schedule  making,  dispatching  or  related 
activities. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  transit  equipment  lines  and  schedules,  transit  equipment,  operating 
rules  and  regulations,  general  transportation  problems;  organizational 
and  management  methods  and  techniques. 

Requires  considerable  ability  to:  prepare,  analyze  and  evaluate 
important  operational  records  and  reports;  make  decisions  on  difficult 
operational  problems;  deal  courteously,  effectively  and  tactfully  with 
the  public,  employees  of  other  departments  and  outside  groups  and  their 
representatives;  plan,  schedule  and  assign  work  to  subordinates;  exer- 
cise disciplinary  action  in  effective  manner;  express  ideas  clearly  and 
concisely;  speak  effectively  and  clearly. 

License:  Requires  possession  of  a  valid  state  motor  vehicle  oper- 
ator's or  chauffeur's  license;  a  restricted  radio  telephone  operator's 

permit. 

PROMOTIVE  LINES: 

To:  Transportation  Assistant  Superintendent 
Transportation  Division  Superintendent 

From:  Transit  Control  Assistant  Supervisor 
Day  Transit  Dispatcher 


CLASS  TITLE:   NIGHT  TRANSIT  DISPATCHER  CODE:   9160 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  dispatches  transit  equipment  on  other 
than  normal  day  shift  according  to  fixed  and  other  schedules;  receives 
and  checks  accident,  operating  and  other  reports;  assists  in  conducting 
divisional  sign-ups;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing policy,  regulations  and  procedures  in  dispatching  transit 
equipment  and  in  assigning  and  reassigning  operating  personnel  in  a 
division;  checking  ordinary  operating,  accident  and  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  transit  operating  employees  to  runs  and  special  trips; 
sees  that  operators  report  and  pull  cars  and  coaches  out  of  car  houses 
and  garages  according  to  schedules;  makes  assignment  changes  and  various 
entries  in  daily  log  book. 

2.  Receives,  checks  and  prepares  accident  and  other  operating 
reports . 

3.  Gives  information  to  patrons  regarding  transit  service, 
h.   Checks  time  cards  and  enters  overtime  on  overtime  report. 
5>.   Interprets  department  rules,  regulations  and  policies  to 

employees  supervised. 

6.  Makes  out  sick  leave  forms  for  employees  reporting  on  and  off 
sick  leave. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  experience  in  transit  equipment  opera- 
tion; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:   operating  rules  and  regulations;  transit  lines,  schedules  and 
transit  equipment. 

Requires  ability  to:  make  limited  assignments  and  reassignments 
of  operating  personnel  in  accordance  with  sound  and  efficient  scheduling; 
deal  courteously,  effectively  and  tactfully  with  operating  personnel 
and  the  public;  prepare  and  review  ordinary  operating  reports. 

License:   Requires  possession  of  a  valid  state  chauff eur ' s  or  motor 
vehicle  operator's  license. 


CUSS  TITLE:   NIGHT  TRANSIT  DISPATCHER  CODE;   9160 

(Continued) 

PROMOTIVE  LINES: 

To:  Day  Transit  Dispatcher 

Transit  Control  Dispatcher 
Transit  Schedule  Maker 

From:   Transit  Equipment  Operator 


CLASS  TITLE;   DAY  TRANSIT  DISPATCHER  CODE:   9162 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  dispatching  transit  equipment 
according  to  prepared  schedules;  prepares  extra  mens'  detail  list  and 
assigns  operating  personnel  to  relief  or  emergency  runs;  reviews  and 
maintains  operating  records  and  reports;  supervises  general  sign-ups 
of  operating  personnel  within  a  division;  may  act  for  the  division 
superintendent  in  his  absence;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  enforcing  policy, 
procedures  and  regulations  relative  to  the  dispatching  of  transit 
equipment  and  assigning  personnel  to  runs  on  a  divisional  basis;  re- 
viewing and  checking  operating  and  accident  reports  and  preparing 
confidential  memoranda  thereon;  making  occasional  responsible  contacts 
with  the  general  public  to  furnish  information  concerning  transit 
services  and  operation, 

EXAMPLES  OF  DUTIES: 

1.  Dispatches  transit  equipment  and  personnel  according  to  pre- 
pared schedules;  dispatches  starter  and  other  special  coaches. 

2.  Prepares  extra  mens'  detailed  list,  makes  entries  of  runs 
worked  by  extra  men,  sick  leaves,  over-sleeps  and  inspections;  makes 
out  and  inspects  sick  leave  forms. 

3.  Assigns  employees  to  special  duty  work  when  needed,  makes 
out  report  of  daily  special  duty  time;  makes  out  daily  manpower  and 
time  report,  weekly  holddown  list  and  supervises  the  sign-up  for 
holddown;  supervises  the  division  and  vacation  sign-ups  for  operating 
personnel . 

h.     Reviews  and  inspects  accident  reports  turned  in  by  operating 
employees  and  prepares  confidential  memorandum  regarding  personnel  in- 
juries and  accidents  reported  on  tour  of  duty. 

5.  Interprets  departmental  rules,  regulations  and  policies  for 
subordinates;  interviews  employees  on  reports  or  complaints  of  a  minor 
nature  and  refers  to  division  superintendent  for  disposition;  makes 
entries  of  violations,  accidents  and  complaints  on  employees'  personal 
record  cards. 

6.  Answers  inquiries  by  phone  and  in  person  relative  to  transit 
service  and  operations . 

7.  Checks  trip  sheets,  enters  line  details  in  log  book,  enters 
equipment  changes  on  daily  register  sheet. 

8.  Prepares  requests  for  supplies  needed  in  division. 

9.  Sells  school  snd  other  special  fare  tickets  and  keeps  records 
of  sales. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  five  years  of  progressively  responsible 
experience  in  transit  equipment  operation,  including  at  least  two 


CLASS  TITLE:   LAY  TRANSIT  DISPATCHER  CODE:   9162 

(Continued) 

years  of  supervising  or  controlling  transit  equipment  operations  in  the 
field;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of  transit  lines,  schedules  and  equipment,  operating  policies,  rules 
and  regulations. 

Requires  considerable  ability  to:  make  assignment  and  reassignment 
of  personnel  in  accordance  with  sound  and  efficient  scheduling;  deal 
courtecusly,  tactfully  and  effectively  with  operating  personnel  and  sub- 
ordinates and  the  public;  prepare  and  maintain  various  operational  detail 
and  other  records  and  reports. 

License:  Requires  possession  of  a  valid  state  chauffeur's  or  motor 
vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:   Transportation  Division  Superintendent 
Transit  Control  Supervisor 

From:  Night  Transit  Dispatcher 

Trans-   Control  Dispatcher 


CLASS  TITLE:   TRANSIT  OPERATING  INSTRUCTOR  CODE:   9170 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  trains,  instructs  and  works  with  new 
operating  personnel  in  the  proper  operation  of  transit  equipment; 
examines  and  qualifies  such  employees  for  assignment  to  regular  opera- 
ting duties;  reinstructs  regular  operating  personnel  on  transit  equip- 
ment; prepares  instruction  reports;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   interpreting  and  enforcing  rules, 
regulations,  policies  and  procedures  related  to  the  safe,  economical 
and  efficient  operation  of  transit  equipment;  preparation  of  routine 
reports  on  instruction  progress;  regular  contacts  with  supervisory 
employees  of  the  operating  divisions  in  assigning  new  trainees  to  the 
proper  type  of  equipment;  and  the  general  public  on  transit  operational 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Instructs  students,  motormen  and  gripmen  in  operation  of 
street  cars,  trolley  coaches,  gas  and  diesel  busses  and  cable  cars; 
assigns  students  to  line  operators  in  .  division  for  special  operating 
instructions;  instructs  conductors  in  the  handling  of  fares,  passengers 
and  other  related  duties. 

2.  Instructs  on  accident  procedures,  routes,,  emergency  repairs  to 
equipment,  time  tables  and  public  relations;  gives  classroom  instruc- 
tions to  new  operating  personnel;  gives  audiometer,  visual  and  complex 
reaction  tests  on  coach  equipped  with  testing  apparatus;  observes  and 
reports  on  progress  of  student  operators  while  being  trained. 

3.  Reinstructs  personnel  on  operations  of  various  tjpes  of 
transit  equipment;  checks  operators  on  whom  various  complaints  have 
been  received;  prepares  reports  thereon;  instructs  on  rules,  regula- 
tions and  traffic  loads;  instructs  dispatchers  as  to  proper  assignments 
of  new  trainees;  gives  specialized  instruction  to  inspectors  on  transit 
equipment . 

U.      Interviews  operators  on  accidents;  assists  them  in  reporting 
accidents;  checks  for  accident  hazards,  checks  equipment  in  terminals 
for  safe  operation;  checks  with  maintenance  department  on  equipment 
failures . 

5.  Instructs  in  special  operating  rules  for  cable  cars;  pre- 
pares instruction  and  assignment  reports;  checks  grips  and  instructs 
on  operation  and  switching  of  cable  cars. 

6.  Peforms  special  duty  at  terminals  to  expedite  service. 

7.  Keeps  time  of  assistant  instructors  and  students. 

8.  Attends  monthly  meetings  for  special  instructors  conducted 
by  the  bureau  of  personnel  and  safety. 


CLASS  TITLE:   TRANSIT  OPERATING  INSTRUCTOR  CODE:   9170 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  at  least  five  years  of  progressively  responsible  experience 
in  transit  operation,  field  inspection,  or  control  activities;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Considerable  knowledge  of: 
San  Francisco  traffic  code;  operating  rules  and  regulations;  good  know- 
ledge of:  transit  lines,  schedules  and  transit  equipment;  modern 
training  methods;  safety  equipment  and  its  application  to  specific 
hazardous  conditions;  modern  transit  safety  training  practices  and 
techniques;  basic  mechanical  aptitude. 

Requires  ability  to:   interpet  and  explain  transit  operational 
safety  and  training  rules  and  regulations;  teach  and  supervise  others 
in  transit  operation;  deal  tactfully,  courteously  and  effectively  with 
other  employees  and  the  general  public;  exercise  initiative  and  good 
judgment  in  instruction  and  training  techniques  for  operating  personnel. 

PROMOTIVE  LINES: 

To:   Operational  and  Safety  Training  Supervisor 

From:   Transit  Control  Dispatcher 
Transit  Service  Inspector 
Assistant  Transit  Equipment  Dispatcher 


CLASS  TITLE:   OPERATIONAL  AND  SAFETY  TRAINING  CODE:   9172 

SUPERVISOR 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  has  responsibility  for  supervising  an  operational 
safety  training  program  as  applied  to  the  municipal  transit  system; 
performs  responsible  safety  and  training  work  in  connection  therewith; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  en- 
forcing policy,  methods  and  procedures  related  to  a  modern  operational 
safety  training  program  for  municipal  transit  operating  personnel; 
regular  important  contacts  with  operating  personnel  and  other  employees 
on  safety  training  problems  and  activities;  preparing  and  reviewing 
important  operational  and  activity  records  and  reports  related  to  the 
safety  training  program. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  duties,  sets  work  schedules  and  interprets  rules  and 
regulations  to  transit  operating  instructors;  trains  instructors  in 
transit  operations,  training  techniques  and  psycho -physical  tests; 
reviews  instructor  reports  and  prepares  daily  time  rolls  thereon. 

2.  Processes  and  assigns  new  operating  personnel  to  classroom, 
medical  examinations,  psycho -physical  tests,  driving  tests  and  other 
phases  of  transit  vehicle  operation;  assigns  and  reassigns  permanent 
operating  employees  to  specific  types  of  transit  equipment. 

3.  Makes  studies  of  high  accident  locations  on  all  lines;  in- 
spects terminals,  roadways  and  sidewalks  for  unsafe  conditions;  analyzes 
accidents  to  determine  responsibility;  prepares  reports  and  recommenda- 
tions thereon. 

k.     Assists  in  planning,  developing  and  revising  the  established 
training  program  and  checks  divisions  periodically  to  insure  continuity 
thereof. 

5.  Receives  daily  accident  reports  and  assigns  instructors  to 
retrain  personnel  as  required;  interviews  accident-prone  operators  and 
counsels  them  regarding  special  precautionary  measures. 

6.  Interviews  applicants  for  operating  personnel  employment  and 
conducts  exit  interviews. 

7.  Prepares  and  submits  weekly  and  annual  reports  on  training 
data,  on  monthly  lost  time  industrial  accident  cases  and  other  special- 
ized safety  training  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible  transit 
operation,  safety  and  training  experience,  including  two  years  in  a 
supervisory  capacity;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   OPERATIONAL  AND  SAFETY  TPAINING  CODE:   9172 

SUPERVISOR  (Continued) 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of;  modern  transit  safety  training  practices  and  techniques;  modern 
training  and  instructional  methods;  san  francisco  traffic  code;  operat- 
ing rules  and  regulations;  transit  lines,  schedules  and  equipment; 
safety  equipment  and  its  application  to  specific  hazardous  conditions. 

Requires  considerable  ability  to:  initiate  and  carry  out  a  com- 
prehensive operational  training  and  safety  program;  analyze  and  resolve 
practical  safety  and  operational  training  problems;  work  effectively 
with  employees  and  the  general  public;  prepare  and  review  a  variety  of 
important  operational  reports  and  instructions;  instruct  others  effec- 
tively. 

PROMOTIVE  LINES: 

To:  Transportation  Division  Superintendent 

From:   Transit  Operating  Instructor 


CLASS  TITLE:   TRANSPORTATION  DIVISION  SUPERINTENDENT       CODE:   9180 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  the  operation  of  transit  equipment 
from  assigned  transportation  division;  exercises  general  direction  ar.d 
supervision  over  employees  engaged  in  operating  activities  and  related 
services;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   coordinating  and  enforcing  policy, 
procedures,  rules  and  regulations  governing  the  operation  of  transporta- 
tion equipment  on  a  divisional  basis  and  assists  in  establishing  policy 
for  general  transit  operating  activities;  preventing  considerable  loss 
through  supervising  the  proper  operation  and  use  of  transit  equipment 
and  facilities;  regular  contacts  with  the  general  public,  persons  in 
other  departments,  outside  organizations  and  representatives  for  the 
purpose  of  furnishing  or  obtaining  information  or  explaining  procedures 
and  regulations  relative  to  the  operation  of  transit  equipment;  checking, 
analyzing  and  reviewing  important  operational  and  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  supervises  transportation  service  in  one  or  more 
divisions  of  the  municipal  transit  system,  involving  supervision  over 
transit  equipment  operators,  dispatchers  and  clerical  assistants. 

2.  Supervises  all  scheduled  equipment  entering  the  various  lines 
and  routes  in  divisions  supervised. 

3.  Sees  that  sufficient  personnel  is  available  to  fulfill  all 
scheduled  service;  corrects  or  adjusts  schedules  to  improve  service  in 
emergencies. 

U.   Investigates  excessive  expenses  caused  from  various  employment 
or  operation  conditions  and  takes  necessary  steps  to  prevent  such  ex- 
penditures . 

f>.   Schedules  extra  service  for  special  events  or  other  emergencies. 

6.  Reviews  all  special  duty  time  card  employees  as  to  completed 
work  and  time  entries. 

7.  Reviews,  investigates  and  answers  complaints  pertaining  to 
service  and  operating  personnel;  interviews  operating  personnel  for 
violations  of  existing  rules  and  takes  necessary  steps  zo   correct  same; 
interviews  operators  who  are  involved  in  accidents  and  determines  whether 
accident  was  avoidable  or  unavoidable. 

8.  Reviews,  approves  or  disapproves  applications  for  leave. 

9.  Attends  superintendent's  meetings  and  assists  in  establishing 
general  operating  policy;  makes  recommendations  concerning  service  im- 
provements and  the  elimination  of  accident  hazards. 

10.   Requisitions  equipment  and  supplies  for  divisions  supervised. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Reqaires  completion  of  high  school, 
supplemented  by  at  least  seven  years  of  progressively  responsible  ex- 
perience in  operating,  field  inspection,  dispatching  and/or  schedule 


CLASS  TITLE:   TRANSPORTATION  DIVISION  SUPERINTENDENT        CODE:   9180 
(Continued) 

making  activities  in  a  large  municipal  transit  system;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  operating  policies,  rules  and  regulations,  transit  lines  equipment 
and  schedules;  general  transit  transportation  problems,  organizational 
and  management  techniques. 

Requires  considerable  ability  to :  make  decisions  on  difficult 
operational  problems;  enforce  management  policy  with  respect  to  operating 
transit  equipment;  deal  courteously,  effectively  and  tactfully  with 
subordinates,  other  employees,  general  public  and  outside  agencies; 
prepare  clear,  complete  and  concise  operational  reports;  enforce 
disciplinary  action;  plan,  assign  and  supervise  the  work  of  subordinates. 

PROMOTIVE  LINES: 

To:  Transportation  Assistant  Superintendent 

From:  Day  Transit  Dispatcher 
Transit  Schedule  Maker 
Senior  Transit  Schedule  Maker 
Transit  Control  Supervisor 


CLASS  TITLE:   TRANSPORTATION  ASSISTANT  SUPERINTENDENT       CODE:   9182 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  directing  and  supervising  all 
transportation  division  activities  of  the  municipal  transit  system  in 
maintaining  proper  standards  of  service  on  transit  equipment;  makes 
recommendations  on  new  operating  rules,  regulations  and  procedures;  makes 
special  investigations  on  transportation  and  related  matters;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   coordinating  and  enforcing  existing 
policies,  procedures,  rules  and  regulations  governing  the  operation  of 
transit  equipment;  recommending  and  developing  new  policy  and  methods  to 
improve  service  and  safeguard  equipment;  regular  contacts  with  the  general 
public,  persons  in  other  departments,  outside  organizations  and  their 
representatives  for  the  purpose  of  furnishing  or  obtaining  information  or 
explaining  procedures  and  regulations  relative  to  transit  operations;  the 
preparation  and  review  of  important  operational  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  transportation  superintendent  in  directing  and 
supervising,  through  subordinate  personnel,  all  operating  divisions  of  the 
municipal  transit  system. 

2.  Develops  and  scrutinizes  information  to  be  included  in  notices 
to  operating  personnel  regarding  rules,  regulations  and  procedures  and 
special  operating  requirements,  regulating  schedules  and  operating 
changes;  maintains  a  complete  file  of  all  such  notices  and  bulletins  for 
reference  and  use  in  the  preparation  of  accident  cases. 

3.  Makes  ground  surveys  for  new  coach  routes,  coach  stops  and 
terminals  in  cooperation  with  the  transportation  superintendent,  the 
traffic  superintendent  and  the  director  of  the  bureau  of  personnel  and 
safety;  reviews  operator  accidents  to  determine  proper  designation  as  to 
whether  or  not  accident  was  avoidable  or  unavoidable. 

h.     Attends  general  manager  staff  and  other  meetings  to  discuss 
operation  of  transit  equipment. 

5>.   Visits  complainants  involved  in  accidents  or  complaints  against 
operating  personnel  to  discuss  the  circumstances  of  the  complaint  or 
accident. 

6.  Reviews  accident  and  disciplinary  report  summaries;  discusses 
circumstances  of  rule  violations  or  accidents  and  makes  recommendation  to 
the  superintendent  when  disciplinary  action  is  warranted. 

7.  Meets  with  contractors,  or  their  representatives,  regarding  the 
temporary  relocation  of  coach  stops  as  a  safety  precaution  to  prevent 
accidents  at  building  construction  or  street  excavation  sites. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  sup- 
plemented by  eight  years  of  progressively  responsible  experience  in 
operating,  field  inspection,  dispatching,  schedule  making  or  related 
activities  in  a  large  municipal  transit  system;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   TRANSFORATION  ASSISTANT  SUPERINTENDENT        CODE:   9182 
(Continued) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
general  transit  transporation  problems;  operating  policies,  rules,  regula- 
tions and  procedures;  transit  equipment  and  facilities;  transit  schedules; 
considerable  knowledge  of:   organization  and  management  techniques. 

Requires  ability  to:   exercise  sound  judgment  in  reaching  decisions 
on  accident  liability;  plan  the  rerouting  of  transit  vehicles  in 
emergencies;  deal  tactfully,  courteously  and  effectively  with  employees 
and  others;  transmit  information  and  instructions  on  transit  procedure 
changes;  prepare  clear  and  concise  reports  and  recommendations  on 
involved  transportation  problems . 

License:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Transportation  Superintendent 

From:   Transporation  Division  Superintendent 


CLASS  TITLE:   TRANSPORTATION  SUPERINTENDENT  CODE:   9l8U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  directs  the  activities  of  all 
transportation  divisions  of  the  municipal  transit  system  in  maintaining 
and  controlling  proper  standards  of  service  on  transit  equipment;  as 
directed,  may  act  for  the  general  manager  in  his  absence;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   developing,  coordinating  and  executing 
policy  and  methods  affecting  all  units  of  the  transportation  division; 
developing  and  installing  new  procedures  to  safeguard  transit  equipment 
and  provide  for  its  efficient  and  economical  operation;  directing  the 
preparation,  review  and  approval  of  records  and  reports  affecting  the  opera- 
tion of  transit  equipment;  continual  personal  contact  with  representatives 
of  organizations  and  groups  involving  discussion,  explanation  and  interpre- 
tation of  policies,  rules  and  regulations  on  transportation  or  related 
problems;  handling  difficult  personal  relations  with  important  people  in 
establishing  and  maintaining  good  public  relations  for  the  municipal  transit 
system. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  through  subordinate  supervisors,  all  employees  engaged 

in  the  operation  of  transit  equipment  and  maintenance  of  schedules;  directs 
the  operation  of  coaches  chartered  by  special  groups  for  special  sports 
activities,  conventions  or  sightseeing  tours  and  the  transportation  of 
school  children;  directs  the  centralized  radio  .control  system. 

2.  Supervises  disciplinary  control  over  all  employees  engaged  in  the 
operation  of  transit  vehicles;  reviews  personnel  and  accident  reports  on 
disciplinary  cases  and  makes  recommendations  to  the  general  manager  con- 
cerning the  action  to  be  taker;  supervises  disciplinary  control  when  oper- 
ating personnel  violate  or  are  accused  of  violating  rules  and  regulations. 

3.  Formulates  rules  to  govern  employees  engaged  in  the  supervision 
and  operation  of  transit  vehicles;  interprets,  through  subordinates, 
departmental  rules,  regulations  and  management  policy. 

U.  Directs,  through  subordinate  personnel,  sign-ups  for  vehicles  and 
work  schedules;  meets  with  representatives  of  employees  to  discuss  and 
adjust  disagreements. 

5.  Supervises  security  control  over  fare  collections,  prior  to  being 
turned  over  to  the  accounting  department. 

6.  Cooperates  with  the  director  of  the  bureau  of  personnel  and  safety 
and  the  traffic  superintendent  in  making  studies  to  avoid  accidents  and 
hazards  or  to  eliminate  or  minimize  existing  hazards  and  on  traffic  matters; 
studies  problems  of  route  extensions,  terminal  problems,  proposed  routes 
and  special  events. 

7.  Directs  the  operation  of  the  central  information  bureau. 

8.  May  testify  in  court  on  transportation  problems,  as  directed. 

9.  Prepares  information  for  the  public  relations  department  to  use 
in  answering  complaints  and  inquiries. 


CLASS  TITLE:   TRANSPORTATION  SUPERINTENDENT   (continued)    CODE:   91 81+ 

10.  Conducts  staff  meetings  and  attends  weekly  general  manager  staff 
meetings. 

11.  Assists  in  the  development  and  advancement  of  subordinates  through 
training  and  effective  use  of  employee  development  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supple- 
ment ed~'by~^t~Tea^t~l\ij^~jears   of  progressively  responsible  experience  in 
operation,  field  inspection,  dispatching,  schedule  making  or  related 
activities  in  a  large  municipal  transit  system;  or  an  equivalent  combina- 
tion of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
general  transit  transportation  problems;  operating  rules  and  regulations; 
considerable  knowledge  of:   transit  lines  and  schedules;  organization  and 
management  problems  and  techniques;  transit  equipment  and  facilities. 

Requires  considerable  ability  to:   analyze,  interpret  and  solve  diffi- 
cult administrative  problems;  formulate  recommendations  and  make  important 
decisions  on  complex  transit  operational  problems;  deal  tactfully,  courte- 
ously and  effectively  with  the  general  public,  other  division  heads  and 
management  personnel,  representatives  of  other  agencies  and  groups  in  dis- 
cussing, explaining  and  interpreting  policies,  rules  and  regulations  of 
transit  system;  review  and  approve  important  operational  reports. 

License:  Requires  a  valid  state  motor  vehicle  operator's  license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Transportation  Assistant  Superintendent 
Transportation  Division  Superintendent 


CLASS  TITLE:   GENERAL  MANAGER,  MUNICIPAL  TRANSIT  SYSTEM     CODE:   9186 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  planning, 
organizing,  directing  and  administering  all  functions  and  activities  of 
the  municipal  transit  system  and  for  executing  orders  of  the  public 
utilities  commission  governing  municipal  transit  policy;  represents  the 
municipal  transit  system  at  meetings  of  legislative  bodies,  administrative 
officials,  public  agencies  and  private  groups;  and  performs  related  duties 
as  required. 

Requires  major  responsibility  for:   originating,  developing,  coordi- 
nating and  executing  policies  and  methods  affecting  all  units  of  the 
municipal  transit  system;  effective  and  economical  use,  operation  and 
maintenance  of  all  transit  system  equipment  and  properties;  regular  personal 
contact  to  establish  and  maintain  public  relations  involving  the  most 
difficult  and  complex  negotiations  and  interpretation  of  policies  with 
administrative  officials,  legislative  bodies  and  other  groups;  reviewing 
and  approving  reports  of  highly  3p<  cialized  and  technical  activities  and 
drawing  conclusions  therefrom  upon  which  administrative  decisions  can  be 
based;  exercise  of  exceptional  administrative  ingenuity,  sound  judgment 
and  analysis  in  reaching  decisions  on  unusually  specialized  and  complex 
management  problems. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  administers  all  line  and  staff  functions  and  activi- 
ties of  the  municipal  transit  system  through  subordinate  staff  personnel, 

2.  Directs  the  enforcement  of  rules,  regulations  and  policies  on 
municipal  transit  operational  methods  and  procedures. 

3.  Confers  and  negotiates  with  administrative  officials  and  other 
groups  regarding  the  operation  and  use  of  municipal  transit  facilities 
or  delegates  such  functions  to  subordinate  administrative  personnel; 
confers  with  consultants,  architects  and  others  and  approves  proposed 
construction,  design  and  planning  improvements. 

U.   Reviews,  approves  and  coordinates  division  head  budget  recom- 
mendations before  submission  to  the  public  utilities  commission. 

5.  Confers  with  various  city  departments  on  fiscal  and  operational 
matters  affecting  the  municipal  transit  system. 

6.  Represents  the  municipal  transit  svstem  before  community  groups, 
service  organizations,  civic  committees  and  technical  industry  organiza- 
tions; conducts  weekly  executive  staff  meeting;  attends  meetings  of  the 
public  utilities  commission,  the  mayor,  chamber  of  commerce,  city 
attorney's  office,  other  city  and  state  departments,  improvement  clubs, 
and  labor  organizations. 

7.  Prepares  or  supervises  the  preparation  of  important  technical 
and  complex  correspondence  relative  to  transit  system  activities  and 
operations. 

8.  Makes  recommendations  to  the  public  utilities  commission  on 
matters  affecting  transit  system  management  and  operations. 


CLASS  TITLE:   GENERAL  MANAGER,  MUNICIPAL  TRANSIT  SYSTEM     CODE:   9186 
(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  College  graduation  with  a  degree  in 
business  administration  or  a  related  field,  supplemented  by  at  least 
twelve  years  of  progressively  responsible  administrative  and  manage- 
ment experience  in  transit  operations;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Thorough  knowledge  of  the  opera- 
tion,~te^Ymi^es~^nTlneWiods~oTlaa^ging  a   large  municipal  transit 
system;  considerable  knowledge  of:   the  principles  of  organization, 
management  and  supervision;  labor  relations  problems  and  public  rela- 
tions techniques;  property  management  and  financial  transactions  in 
connection  therewith. 

Considerable  ability  to:  plan,  coordinate  and  direct  the  work  of 
subordinates;  make  complex  and  difficult  negotiations  in  connection 
with  all  operations  of  a  municipal  transit  system;  prepare  or  super- 
vise the  preparation  of  clear,  concise  and  comprehensive  technical 
reports  and  recommendations;  deal  tactfully,  effectively  and  courteously 
with  government  officials  and  other  high  level  representatives  of  other 
agencies. 

PROMOTIVE  LINES: 

To:  Manager  of  Utilities 

From:   Transit  Traffic  Superintendent 
Transportation  Superintendent 

Transit  Equipment  Maintenance  General  Superintendent 
Personnel  And  Safety  Bureau  Director 


CLASS  TITLE:   AIRPORT  COMMUNICATIONS  CLERK  CODE:   9202 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  public  address  system  for 
centralized  paging  and  flight  announcements,  a  central  telephone  exchange, 
public  information  center,  and  a  fire  and  emergency  alarm  system  at  the 
san  francisco  international  airport;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out  and  explaining  rules, 
regulations  and  airport  policy  relating  to  the  dissemination  of  airport 
information,  airline  operations,  schedules  and  activities;  the  applica- 
tion of  skill,  speed  and  dexterity  in  operating  a  variety  of  communica- 
tions equipment  under  steady  and  continual  pressure;  making  continual 
contacts  with  the  general  public,  persons  in  other  departments,  represen- 
tatives of  outside  organizations  and  groups  for  the  purpose  of  exchanging 
information,  explaining  airport  rules  and  regulations;  the  preparation 
of  ordinary  operation  and  activity  reports. 

EXAMPLES  OF  DUTIES: 

1.  Announces  airline  arrivals  and  departures,  pages  and  miscellaneous 
announcements,  and  maintains  a  log  of  all  announcements  made. 

2.  Operates  the  airport  telephone  exchange  and  keeps  a  log  of  all 
long  distance  calls;  gives  out  routine  information  to  the  public  and 
tenants  regarding  scheduled  airlines,  airport  employees  and  tenants, 
federal  aeronautical  authority. 

3.  Receives  and  processes  airport  alarms  regarding  fires,  airplane 
crashes,  accidents,  burglaries  and  other  police  actions  by  means  of  tele- 
phone, radio  telephone  receiver  and  transmitter  and  airport  alarm  cir- 
cuits; notifies  proper  authorities  in  the  event  of  a  civilian  defense  alert, 

k.     Maintains  a  log  of  all  lost  items  received,  gives  receipts  to 
finders,  and  secures  name  and  address  of  all  claimants  of  lost  and  found 
merchandise. 

5.  Types  reports,  surveys,  airline  arrival  and  departure  announce- 
ments, requisitions,  airport  correspondence  and  memoranda;  cuts  stencils, 
operates  mimeograph  machine  to  reproduce  airline  announcements  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented by  one  year  of  experience  in  a  major  airport  terminal  in  handling  a 

variety  of  communication  activities,  or  in  a  related  major  facility 
handling  a  variety  of  communication  equipment;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of: 
general  purposes,  functions  and  activities  of  a  large  airport  terminal; 
the  operation  of  a  variety  of  communications  media;  airport  policies,  pro- 
cedures, rules  and  regulations. 


CLASS  TITLE:  AIRPORT  COMMUNICATIONS  CLERK  (continued)     CODE:   9202 

Requires  ability  to:  work  under  continual  pressure;  operate  a  switch- 
board^ public  address  system,  fire  and  emergency  alarm  system;  speak  in 
a  pleasant  and  clear  voice;  type  accurately. 

PROMOTIVE  LINES: 

To:   Chief  Telephone  Operator 

From:   Original  examination 


CLASS  TITLE:   AIRPORT  COMMUNICATIONS  SUPERVISOR  CODE:   9201; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  in  charge  of  and  responsible  for  the  proper 
functioning  of  the  communications  section  at  the  san  francisco 
international  airport;  supervises  a  staff  of  communications  employees 
engaged  in  a  variety  of  clerical  and  operational  activities;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  interpreting,  coordinating  and 
enforcing  policies,  methods  and  procedures  related  to  the  operation  of 
varied  communication  services  at  the  san  francisco  international  airport 
and  assisting  in  the  planning  and  development  of  new  procedures  necessary 
for  expansion  of  communication  facilities;  supervising  preparation  of 
work-activity  records  and  reports;  regular  important  contacts  with 
airport  tenants  and  representatives  of  outside  organizations  relative  to 
changes  or  additions  to  the  communication  system  and  their  effect  on 
related  operational  problems. 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  assigns  and  instructs  a  staff  of  airport  communi- 
cations clerks  engaged  in  operating  a  fire  and  emergency  alarm  system 
for  the  entire  airport,  a  public  address  system  for  all  flight  announce- 
ments and  paging,  a  central  P.B.X.  for  intra-airport  telephone  system, 

a  public  information  center  and  a  lost  and  found  department. 

2.  Maintains  radios,  public  address  system  and  other  communication 
equipment;  cooperates  with  air  carriers  to  effect  uniform  flight 
announcements . 

3.  As  assigned,  represents  the  airport  department  in  presenting, 
amplifying  upon  and  proposing  solutions  for  design  changes  or  additions 
to  the  communication  system. 

U.  Accepts,  approves  and  issues  orders  for  additions  of  or 
modifications  to  telephone  system. 

5.  Publishes  and  distributes  airport  telephone  directories. 

6.  Prepares  drafts  of  specifications  for  new  communicating  equip- 
ment and  prepares  requisitions  for  approval  of  supervisor. 

7.  Prepares  budget  requirements  for  communications  section. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  three  years  of  experience  at  a  major  air  terminal  in 
handling  operations  activities  or  communications  systems,  or  in  a 
similar  major  facility  handling  a  variety  of  communication  equipment; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   airport  operations  policies,  procedures  and  problems;  the  functions 
of  a  varied  communications  system. 

Requires  ability  to:   supervise  and  direct  the  work  of  others; 
follow  oral  and  written  instructions;  deal  courteously,  effectively 


CLASS  TITLE:   AIRPORT  COMMUNICATIONS  SUPERVISOR  CODE:   9201; 

(continued) 

and  tactfully  with  airport  tenants  and  representatives  of  outside 
agencies. 

Requires  skill  as  a  procedure  writer,  and  mechanical  aptitude. 

License:  Requires  possession  of:   a  valid  state  motor  vehicle 
operator's  license;  a  valid  restricted  radio  telephone  operator's 
license. 

PROMOTIVE  LINES: 

To:  Airport  Operations  Supervisor 

From:  Airfield  Safety  Officer 

Original  entrance  examination 


CLASS  TITLE:   AIRPORT  SECURITY  OFFICER  CODE:   9210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  airport  patrol  duties  in  con- 
trolling the  ordinary  movement  of  vehicular  and  pedestrian  traffic  and 
maintaining  law  and  order  on  the  san  francisco  international  airport  pro- 
perty; assists  the  public  in  the  use  of  airport  facilities;  prepares 
routine  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
airport  rules  and  regulations  and  the  California  vehicle  code  as  appli- 
cable to  use  of  and  access  to  airport  facilities;  making  regular  contact 
with  the  general  public,  employees,  tenants  and  others  to  furnish  infor- 
mation concerning  security  regulations;  preparing  reports  of  work  performed 
and  incidents  observed  for  informational  and  confidential  use.  Nature  of 
the  duties  involves  exposure  to  physical  injury  or  hazardous  work  situations, 

EXAMPLES  OF  DUTIES: 

1.  Patrols  airport  property  and  grounds  in  vehicle  equipped  with 
two-way  radio  in  order  to  assist  in  the  maintenance  and  enforcement  of 
law  and  order  at  the  san  francisco  international  airport. 

2.  Directs  vehicular  and  pedestrian  traffic;  issues  traffic  cita- 
tions; apprehends  or  assists  management  and  members  of  the  local  law 
enforcement  agency  in  apprehending  violaters  of  the  law  or  airport  regu- 
lations; keeps  prisoners  in  custody  until  turned  over  to  local  law  enforce- 
ment agency. 

3.  Gives  general  information  and  advice  to  the  public  on  airport 
rules  and  regulations. 

U.  When  assigned,  makes  special  investigations,  keeps  suspicious 
persons  under  surveillance,  makes  reports  to  supervisors  and  provides 
local  law  enforcement  agencies  with  copies  of  investigation  reports. 

5.  Controls  crowds  at  special  events  or  during  arrival  or  departure 
of  dignitaries  or  other  officials. 

6.  Investigates  automobile  accidents  and  administers  first-aid  when 
necessary. 

7.  Collects  coins  from  parking  meters  and  makes  minor  repairs  to 
meters  when  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
ment edrUy~~one~jear~experxence   in  work  involving  safeguarding  life  and 
property  or  service  experience  in  a  military  police  unit;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:   the 
laws  of  arrest:  California  vehicle  code. 


CLASS  TITLE:   AIRPORT  SECURITY  OFFICER  (continued)         CODE:   9210 

Requires  ability  to:   enforce  airport  rules  and  regulations  governing 
movement  of  pedestrian  and  vehicular  traffic;  think  and  act  quickly  in 
emergency  situations;  administer  first-aid;  deal  tactfully  and  courteously 
with  the  general  public  and  others;  follow  oral  and  written  instructions; 
prepare  routine  work  reports. 

Requires  skill  and  training  in  the  use  of  firearms . 

Licenses:  Requires  possession  of:   a  valid  state  motor  vehicle  driver's 
license;  a  valid  advanced  first-aid  certificate;  a  valid  restricted  radio 
telephone  operator's  license. 

PROMOTIVE  LINES: 

To:   Airfield  Safety  Officer 

From:  Original  examination 
Wat  chman 
Park  Patrolman 
Museum  Guard 


CLASS  TITLE:   AIRFIELD  SAFETY  OFFICER 
CHARACTERISTICS  OF  THE  CLASS: 


CODE:   9212 


Under  general  supervision,  performs  airfield  patrol  and  inspection 
duties  to  evaluate  operating  conditions  for  aircraft  and  to  control  air- 
field surface  traffic;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforcing 
safety  regulations  governing  the  operating  condition  of  airfield  facilities 
and  equipment  and  movement  of  surface  traffic;  exercise  of  initiative  and 
sound  judgment  in  reaching  decisions  on  operating  conditions;  preparation 
of  ordinary  operational  reports;  frequent  contact  with  employees,  aeronau- 
tical users,  control  tower  and  maintenance  employees  to  exchange  information 
concerning  airfield  safety  and  operating  conditions;  close  attention  and 
concentration  at  all  times  to  prevent  loss  of  lives,  accidents  and  damage 
to  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Inspects  airfield  runways,  taxiways,  lighting  and  other  aero- 
nautical facilities  for  conformance  with  safety  regulations;  closes  air- 
field facilities  when  unsafe  operational  conditions  are  discovered  and 
reopens  facilities  when  inspection  indicates  unsafe  conditions  have  been 
remedied. 

2.  Notifies  aeronautical  users  through  federal  communication  channels 
of  any  change  in  airfield  conditions. 

3.  Observes,  directs,  controls  and  reports  on  airfield  surface  traffic 
engaged  in  construction  projects. 

h.     Records  aircraft  movements;  assigns  space  to  aircraft  to  assure 
maximum  utilization  of  facilities  when  necessary. 

5.  Responds  to  all  crash  signals  and  fire  alarms,  radio  calls  from 
control  tower  to  assigned  mobile  unit;  investigates  auto  aircraft  accidents. 

6.  Prepares  informational  and  operational  reports. 

7.  When  required,  may  be  assigned  to  the  duties  of  an  airport  security 
officer . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  and  two 
years  of  college  or  university  education,  supplemented  by  two  years  of 
experience  in  an  aviation  operational  activity  concerned  with  the  procedures 
involved  in  establishing  and  enforcing  an  aerial  and  ground  traffic  control 
system  for  a  large  airport  or  equivalent  aeronautical  service;  or  an  equi- 
valent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:   the 
principles  and  procedures  involved  in  enforcing  aerial  and  ground  traffic 
control  systems  for  a  large  airport;  federal  rules  and  regulations  regarding 
aerial  and  ground  traffic  control  of  aircraft  and  airfield  surface  traffic; 
airline  procedures  and  airline  terminology;  laws  of  arrest  and  California 
vehicle  code. 


CLASS  TITLE:  AIRFIELD  SAFETY  OFFICER  (continued)  CODE:   9212 

Requires  ability  to:   think  and  act  quickly  in  emergencies;  administer 
first-aid;  deal  tactfully  and  effectively  with  others;  follow  oral  and 
written  directions;  prepare  ordinary  operational  and  informational  reports. 

Requires  skill  and  training  in  the  use  of  firearms. 

Licenses:  Requires  possession  of:   a  valid  state  motor  vehicle  opera- 
tor's license;  a  valid  advanced  first-aid  certificate;  a  valid  restricted 
radio  telephone  operator's  license. 

PROMOTIVE  LINES: 

To:   Airport  Operations  Supervisor 

From:   Original  entrance'  examination 
Airport  Security  Officer 


CLASS  TITLE:   AIRPORT  OPERATIONS  SUPERVISOR  CODE:   9220 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  the  safe  and  efficient  operation  of 
airport  and  airfield  facilities  during  an  assigned  tour  of  duty;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinat- 
ing and  enforcing  rules,  regulations  and  procedures  governing  airport 
and  airfield  operations  and  facilities;  checking  and  reviewing  a  variety 
of  operational  reports;  safeguarding  equipment  and  facilities  of  high 
value;  regular  contact  with  officials  of  other  agencies,  visiting 
dignitaries  and  others  to  furnish  or  obtain  information  or  to  explain 
procedures  and  regulations  governing  use  of  facilities;  close  attention 
and  concentration  to  prevent  loss  of  lives,  accidents  and  damage  to 
equipment . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  airport  security  officers  and  airfield  safety 
officers  in  the  inspection  of  airport  ground  facilities  with  particular 
emphasis  on  airport  runways,  taxiways,  apron  areas,  gate  positions, 
airport  terminal  building,  service  and  other  roads,  including  leased 
areas  and  airfield  lighting. 

2.  Directs  the  notification  of  aeronautical  users  through  federal 
communication  channels  of  current  airfield  conditions. 

3.  Coordinates  the  movement  of  repair,  maintenance  and  construc- 
tion equipment  to  insure  that  a  smooth  and  safe  flow  of  both  surface 
and  air  traffic  continues  uninterrupted. 

li.  Responds  to  all  emergency  situations  such  as  crash  alarms, 
fire,  first-aid  requests,  disturbances  and  maintenance  emergencies; 
operates  first-aid  room  including  the  ordering  of  supplies,  maintenance 
and  replenishing  of  stock. 

5.  Cooperates  with  outside  agencies  in  establishing  procedures 

for  arrival  and  departure  of  dignitaries  and  officials  of  other  agencies. 

6.  Schedules  assignments  of  subordinates;  prepares  required  reports, 

7.  Inspects  areas  used  by  concessionaires  and  lessees  and  reports 
any  irregularity  observed  or  initiates  corrective  action  when  the 
situation  warrants. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of 
college  or  university,  supplemented  by  four  years  of  experience  in  the 
aviation  industry,  including  two  years  in  the  operational  phases  in  a 
major  air  terminal;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   federal,  state  and  local  rules  and  regulations;  aviation  and  airport 
terminology,  practices  and  problems;  aircraft  operational  requirements. 


CLASS  TITLE:   AIRPORT  OPERATIONS  SUPERVISOR  (continued)    CODE;   9220 

Requires  considerable  ability  to:   deal  effectively  and  courteously 
with  the  public,  employees  and  visiting  representatives  of  other  agencies; 
coordinate  the  activities  of  groups  having  diverse  interests. 

License:  Requires  possession  of:  a  valid  state  motor  vehicle 
operator's  license;  a  valid  advanced  first-aid  certificate;  a  valid 
restricted  radio  telephone  operator's  license. 

PROMOTIVE  LINES: 

To:   Airport  Operations  Coordinator 

From:   Airfield  Safety  Officer 


CLASS  TITLE:   AIRPORT  OPERATIONS  COORDINATOR  CODE:   9222 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  coordinates  the  activities 
of  the  field  operation  and  traffic  control  system  of  the  airport  operations 
division;  as  directed,  prepares  and  makes  recommendations  necessary  for 
the  establishment  and  maintenance  of  standard  operating  practices  as  a 
guide  to  subordinates  in  the  operations  division;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   coordinating  and  enforcing  policy, 
regulations  and  procedures  concerning  field  operations  and  traffic  con- 
trol system  activities;  assisting  in  the  development  of  new  operating 
practices  and  procedures;  safeguarding  of  equipment  and  facilities  of 
high  value;  regular  contact  with  representatives  of  various  agencies 
and  grups,  government  officials,  employees  and  others  to  explain  and 
interpret  regulations  and  procedures  to  obtain  cooperation  in  mutual  air- 
port problems;  preparing,  checking  and  reviewing  important  operational 
reports  involving  the  analysis  of  facts  to  determine  action  to  be  taken 
as  a  basis  for  making  recommendations  and  decisions  on  important  and 
difficult  operational  problems . 

EXAMPLES  OF  DUTIES: 

1.  Supervises,  through  subordinate  personnel,  the  inspection  of 
airport  facilities,  including  runways,  taxi ways,  apron  areas,  gate  positions, 
terminal  building,  service  and  other  roads,  and  the  entire  airport 
operational  area  in  order  to  assure  safe  and  efficient  operation. 

2.  Coordinates  field  traffic  control  and  security  operational 
activities  with  federal  agencies,  commercial  airlines,  local,  state  and 
federal  enforcement  agencies  and  engineering  and  construction  personnel 
engaged  in  work  on  airport  facilities,  and  with  the  arrival  and  departure 
of  visiting  dignitaries  and  representatives  of  other  agencies. 

3.  Establishes  training  program  for  operations  division;  maintains 
current  civil  air  regulations  and  F.A.A.  Technical  Standard  Order  Library. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  two  years  of  college 
or  university,  supplemented  by  six  years  of  experience  in  the  operational 
phases  of  a  major  air  terminal,  including  two  years  at  a  supervisory  level; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
federal,  state  and  local  rules  and  regulations,  practices,  policies  and 
terminology;  principles  of  air  navigation;  aircraft  operational  requirements. 

Requires  ability  to:   deal  courteously  and  effectively  with  employees, 
representatives  of  other  agencies  and  visiting  dignitaries;  establish  and 
coordinate  a  training  program  for  subordinate  personnel;  coordinate  the 
activities  of  various  groups  having  diverse  interests. 

Licenses:   Requires  possession  of  a:  valid  state  motor  vehicle  operator's 
license;  valid  advanced  first  aid  certificate;  restricted  radio -telephone 
operator's  license. 


CLASS  TITLEj   AIRPORT  OPERATIONS  COORDINATOR  (continued)    CODE;   9222 

PROMOTIVE  LINES: 

To:  Airport  Operations  Superintendent 
From:  Airport  Operations  Supervisor 


CLASS  TITLE:   AIRPORT  OPERATIONS  SUPERINTENDENT  CODE:   9221+ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  the  airport  general 
manager  and  the  assistant  general  manager  in  directing  the  operations 
activities  of  the  airport  department;  upon  assignment,  represents  manage- 
ment at  air  transport  and  other  meetings;  analyzes  and  makes  recommenda- 
tions on  regulations  affecting  airport  policy;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   developing  and  enforcing  policies, 
regulations  and  procedures  governing  aerial  and  ground  traffic  control 
systems  for  the  efficient  and  safe  operation  of  airport  facilities; 
developing,  recommending  and  carrying  out  approved  policies  with  reference 
to  airport  operations  and  the  future  airport  plant  expansion  program,  in- 
cluding operating  practices  involving  leases,  contractual  and  other  agree- 
ments, budget  and  fiscal  matters;  frequent  contact  with  administrative 
officials,  representatives  from  other  agencies,  airport  tenants  and  others 
to  explain  over-all  management  policy. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  airport  general  manager  and  the  assistant  general 
manager  in  directing  the  operational  and  communication  activities  at  air- 
ports under  jurisdiction  of  the  public  utilities  commission, 

2.  Meets  with  prospective  airport  tenants  and  interprets  policies 
regarding  occupancy  of  airport  facilities;  discusses  and  determines  rates 
and  fees  involved,  advises  them  on  availability  of  property;  submits  recom- 
mendations in  favor  of  proposed  occupancy  drawing  up  appropriate  documents 
covering  occupancy;  prepares  covering  resolution  and  recommendations  to 
the  manager  for  approval. 

3.  Is  responsible  for  space  allocation  availability  of  facilities, 
services  offered,  and  assuring  that  operating  practices  are  conducted  in 
conformity  with  terms  of  the  contract,  lease  or  space  use  permit. 

k.     Analyzes  bills  pertinent  to  evaluation  of  the  airport's  interests 
that  are  introduced  to  the  state  legislature,  forecasts  their  probable 
effect  and  recommends  official  policy  position  of  the  city  and  county  of 
san  francisco  for  approval  by  the  airport  general  manager  and  the  general 
manager  of  public  utilities. 

5.  Reviews  operational  reports  and  indicates  if  any  of  the  occurrences 
covered  require  notification  under  the  terms  of  the  airport  insurance 
coverage;  makes  decisions  on  changes  in  insurance  coverage  and  institutes 
such  procedural  changes  as  required. 

6.  Addresses  civic  groups,  service  groups,  fraternal  orders  and 
others  to  develop  understanding  and  support  of  the  airport  and  its  problems, 
growth,  potentialities  and  needs. 

7.  As  assigned  by  the  airport  general  manager  or  his  assistant,  acts 
as  host  to  visiting  individuals  or  groups  whose  background  or  interests 
lie  in  airport  management  fields. 


CLASS  TITLE:   AIRPORT  OPERATIONS  SUPERINTENDENT  CODE:   9221; 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration. 

Requires  at  least  eight  years  of  progressively  responsible  experience 
in  the  operation  phases  of  a  major  airport  terminal,  including  two  years 
at  the  administrative  level;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of  aviation  and  airport  operations,  business  practices,  procedures,  policies, 
trends,  federal,  state  and  local  rules  and  regulations;  considerable  know- 
ledge of  personnel  management. 

Requires  ability  to  deal  effectively  with  employees,  representatives 
of  other  agencies,  visiting  dignitaries  and  others;  express  thoughts 
clearly,  both  verbally  and  in  writing. 

License:   Requires  possession  of  a  valid  state  motor  vehicle  operator's 
license. 

PROMOTIVE  LINES: 

To:   Airport  Assistant  General  Manager 

From:   Airport  Operations  Coordinator 
Original  entrance  examination 


CLASS  TITLE:  AIRPORT  CUSTODIAL  SERVICES  SUPERVISOR       CODE^   9230 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  is  responsible  for  all 
custodial  services,  furniture  and  other  equipment  in  airport  buildings, 
other  structures  and  adjacent  areas  at  the  san  francisco  international 
airport;  exercises  general  supervision  and  direction,  through  sub- 
ordinates, over  several  large  groups  of  custodial  employees;  requisi- 
tions cleaning  materials  and  supplies;  and  performs  related  duties  as 
required, 

Requires  responsibility  for:   carrying  out,  interpreting,  co- 
ordinating and  enforcing  policy,  methods  and  procedures  related  to 
custodial  services  and  assists  in  developing  and  initiating  new  pro- 
cedures and  methods;  preventing  considerable  losses  through  supervising 
the  safeguarding  and  handling  of  large  volumes  of  cleaning  and  other 
materials,  supplies  and  equipment;  making  occasional  responsible  con- 
tacts with  the  general  public,  representatives  of  outside  organizations; 
other  airport  departments,  for  the  purpose  of  exchanging  information 
or  explaining  custodial  services,  procedures  and  regulations;  keeping 
routine  time,  accident  and  worK  records, 

EXAMPLES  OF  DUTIES: 

1,  Plans,  coordinates  and  supervises,  through  subordinate  super- 
visory personnel,  the  work  of  all  custodial  employees  engaged  in 
cleaning  buildings,  concourses,  piers  and  surrounding  areas  at  the 
san  francisco  international  airport;  inspects  completed  work;  checks 
and  reviews  time  and  other  personnel  records;  exercises  disciplinary 
action  or  makes  recommendations  thereon, 

2,  Investiga:es  and  adjusts  complaints  regarding  janitorial 
service;  analyzes  methods  by  which  work  is  performed,  with  a  view  to 
improve  custodial  services  and  utilization  of  employee  time;  instructs 
supervisory  personnel  in  changes  in  cleaning  procedures  and  methods, 

3,  Inspects  cleaning  equipment  to  insure  safe  operation;  reviews 
and  signs  all  industrial  accident  reports;  inspects  window  cleaning 
operations  performed  under  contract, 

iio   Requisitions,  through  airport  maintenance  superintendent,  any 
need  for  preventative  repairs  to  plumbing,  roofs,  ceilings,  windows, 
walls,  doors^  glassware,  stairs,  floors,  signs,  and  any  needed  painting 
in  rooms,  stairways  and  halls, 

5.  Maintains  records  of  cleaning  maintenance,  lubrication  and 
service  records  on  ail  mechanized  janitorial  equipment, 

6.  Requisitions  cleaning  materials,  supplies  and  equipment;  tests 
new  materials  and  equipment;  signs  material  received  forms  lor  all 
contractual  services  performed  for  custodial  department;  maintains 
inventory  control  records  of  custodial  supplies. 

7.  Inspects  furniture;  reports  damaged  and  missing  furniture; 
maintains  a  furniture  inventory;  arranges  for  repair  of  furniture. 

8.  Maintains  all  keys  and  key  records  for  buildings;  issues  keys 
to  new  tenants;  arranges  for  changes  of  key  cylinders  and  ail  lock 
repairs;  maintains  a  record  cf  keys  issued  for  all  employees'  lockers. 


CLASS  TITLE:   AIRPORT  CUSTODIAL  SERVICES  SUPERVISOR        CODE:   9230 
( continued) 

9.  Supervises  collection  of  coins  from  nursery,  dressing  rooms 
and  pay  toilets;  reports  all  pay  locks  out  of  order. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  two  years  of  experience  as  a  foreman  or  assistant  to  a 
supervisor  of  a  large  custodial  force,  or  an  equivalent  combination  of 
training  and  experience, 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of  cleaning  methods  of  all  types  including  knowledge  of  latest  practices 
and  materials  used. 

Requires  ability  to:   organize,  train  and  supervise  groups  of 
custodial  employees  working  at  different  locations;  handle  complaints 
diplomatically  and  effectively;  deal  courteously,  effectively  and  tact- 
fully with  subordinates,  general  public,  and  representatives  of  outside 
organizations;  prepare  clear  and  accurate  work  records  and  reports. 

Requires  skill  in  the  use  of  small  hand  and  mechanically  controlled 
cleaning  equipment, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Janitor  Foreman 


CLASS  TITLE;   AIRPORT  MECHANICAL  MAINTENANCE  SUPERVISOR     CODE:   9232 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction:   performs  supervisory  duties  in  maintaining, 
operating  and  repairing  airport  mechanical  machinery  and  equipment;  and 
performs  related  duties. 

Requires  responsibility  for:   interpreting,  coordinating  and  enforc- 
ing the  policy,  methods  and  procedures  related  to  the  maintenance  and 
repair  of  large  and  varied  stationary  mechanical  machinery  and  equipment 
at  the  San  Francisco  International  Airport;  effecting  considerable  econo- 
mies by  supervising  the  proper  operation,  maintenance  and  servicing  of 
mechanical  equipment  of  high  value;  preparing  and  checking  and  reviewing 
inventory,  repair  and  ordinary  operating  records  and  reports.  Nature  of 
work  requires  the  application  of  a  wide  range  of  technical  skill  and 
procedures  to  determine  proper  action  to  be  taken  in  maintaining  and 
repairing  large  and  varied  mechanical  machinery  and  equipment. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operation  and  maintenance  of  stationary  mechanical 
machinery  and  equipment  at  the  San  Francisco  International  Airport; 
assigns  duties  and  work  to  operating  engineers  and  others,  and  is  responsi- 
ble for  completion  of  work;  checks  and  approves  time  sheets. 

2.  Arranges  schedules  for  routine  servicing  of  plant  equipment  such 
as  lubrication  of  machinery,  washing  down  sewage  pumping  station  sumps, 
cleaning  filteration  air  ducts  and  filters,  and  tests  of  emergency  equip- 
ment. 

3.  Maintains  a  machinery  history  of  the  mechanical  equipment  showing 
make,  model,  serial  numbers,  local  dealers'  name  and  address,  repair  data 
and  cost  of  repairs. 

h.      Makes  periodic  personnel  inspection  of  mechanical  equipment,  to 
determine  its  operating  condition;  personally  participates  in  major  repair 
work  as  required,  and  give  final  approval. 

5.  Compiles  specifications  and  requisitions  for  repair  work  to  be 
done  on  mechanical  equipment  by  outside  contractors. 

6.  Confers  with  construction  engineers,  inspectors  and  contractors 
engaged  in  the  construction  of  new  mechanical  equipment,  to  become  fa- 
miliar with  the  new  installation. 

7.  Prepares  or  countersigns  all  requisitions  for  materials  or 
services  submitted  by  the  mechanical  maintenance  section;  maintains  a 
record  of  expenditures  incurred  by  the  section;  assist  in  the  preparation 
of  budget  estimates  for  the  mechanical  maintenance  section. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  plus 
technical  training  in  mechanical  machinery  and  equipment  supplemented  by 
four  years  as  a  chief  engineer  on  a  ship  or  in  a  large  industrial  plant 
including  some  experience  with  steam  operating  and  heating  and  ventilat- 
ing equipment,  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   AIRPORT  MECHANICAL  MAINTENANCE  SUPERVISOR     CODE:   9232 
(continued) 

Knowledge,  Abilities  and  Skills:   Considerable  knowledge  of  stationary 
mechanical  machinery  operation  maintenance  and  repair;  good  mechanical 
aptitude . 

Requires  ability  to:   organize  and  direct  the  work  of  subordinates; 
deal  effectively  and  courteously  with  airport  tenants  and  representatives 
of  various  outside  organizations. 

License;  A  valid  State  motor  vehicle  driver's  license;  a  certificate 
as  a  chief  engineer  of  an  ocean  going  vessel  desirable. 

PROMOTIVE  LINES: 

To:   Airport  Maintenance  Superintendent 

Superintendent  of  Buildings  and  Grounds 

From:   Operating  Engineer 


CLASS  TITLE:   AIRPORT  ELECTRICIAN  CODE:   92l;0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  skilled  electrician  duties  at  the  journey- 
man level  in  maintaining  electrical  facilities  at  the  San  Francisco  Inter- 
national Airport,  including  a  high  and  low-voltage  electrical  distribution 
system;  collects  data  for  electrical  expansion  projects;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  policy  pro- 
cedures, rules  and  regulations  governing  the  operation  and  maintenance  of 
electrical  facilities  at  San  Francisco  International  Airport;  applying 
technical  skill  in  analyzing  and  testing  high  voltage  equipment  and  cir- 
cuits to  assure  efficient  and  continual  operation;  making  frequent  con- 
tacts with  tenants,  contractors  and  others  to  advise  them  as  to  the  availa- 
bility and  location  of  electrical  equipment;  preparing  and  maintaining 
ordinary  operational  records.  Nature  of  the  work  requires  occasional  ex- 
posure to  working  conditions  where  serious  injuries  might  occur. 

EXAMPLES  OF  DUTIES: 

1.  Maintains,  operates  and  adjusts  electrical  primary  power  sub- 
stations ranging  from  2,300  to  12,000  voltage,  including  circuit  breakers, 
relays,  batteries  and  controls. 

2.  Maintains  underground  and  overhead  power  lines;  locates  and  iso- 
lates faulty  sections  and  removes,  installs  and  makes  connections  where 
necessary. 

3.  Installs  watthour  meter  systems,  connects  potential  transformers, 
current  transformers,  phase  shifting  transformers,  test  switches,  reactive 
meters,  demand  meters  and  watthour  meters. 

h.     Maintains,  operates  and  repairs  the  airfield  runway  lighting 
system,  including  taxiways,  guidance  sign  system,  airways  code  beacon, 
rotating  beacon  and  hazard  lights. 

5.  Maintains,  operates  and  repairs  electric  motors  and  control  ap- 
paratus used  in  pumping  drainage  water  and  sewage. 

6.  Maintains,  operates  and  repairs  a  high  voltage  street  light 
system. 

7.  Maintains,  operates  and  adjusts  standby  engine  generators  used 
for  emergency  power;  checks  electrical  failures  for  airport  tentnts  in  the 
absence  of  tenant  personnel  in  cases  of  emergency;  maintains  airport  master 
clock  system  and  slave  clock. 

8.  Collects  data  for  engineer's  planned  expansion  projects  and  meets 
with  tenants  and  contractors  and  advises  on  availability  of  facilities  for 
future  expansion  projects;  inspects  completed  work  for  compliance  with  air- 
port standards  and  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supple- 
mented  by  satisfactory  completion  of  courses  in  basic  electrical  theory, 
AC  and  DC,  including  power  transmission  and  control  equipment. 

Requires  four  years'  journeyman  electrician  experience,  including 
some  industrial  electrical,  construction  or  maintenance  work. 


CLASS  TITLE:   AIRPORT  ELECTRICIAN  (Continued)  CODE:   921*0 

Knowledge,  Abilities  and  Skills:   Must  have  a  good  knowledge  of  elec- 
trical terms  to  understand  the  functions  and  workings  of  electrically  con- 
trolled equipment;  considerable  ability  to  locate  and  correct  any  electrical 
trouble  in  the  least  possible  time;  handle  and  operate  high  voltage  testing 
equipment  and  high  voltage  switchgear  and  transformers;  ability  to  deal 
courteously,  effectively  and  tactfully  with  representatives  of  other  agencies 
and  airport  tenants. 

License:  Must  have  valid  state  motor  vehicle  drivers  license; 
journeyman  electrician's  card. 

PROMOTIVE  LINES: 

To:   Head  Airport  Electrician 

From;  Entrance  Examination 


CLASS  TITLE:   HEAD  AIRPORT  ELECTRICIAN  CODE:  92h2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  participates  in  skilled 
electrical  work  concerned  with  the  operation,  maintenance  and  repair  of 
electrical  facilities  at  San  Francisco  International  Airport,  including  a 
high  and  low-voltage  electrical  distribution  system;  confers  with  manage- 
ment and  representatives  of  other  agencies  on  technical  electrical 
problems  and  airport  electrical  expansion  projects  and  prepares  reports 
thereon;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforct- 
ing  policy,  procedures,  rules  and  regulations  governing  the  operation  and 
maintenance  of  electrical  facilities  at  San  Francisco  International 
Airport;  applying  considerable  technical  skill  to  complex  electrical 
problems  to  assure  efficient  and  continual  operation  of  extensive  electri- 
cal facilities;  making  regular  contacts  with  representatives  of  other  out- 
side organizations  and  agencies  to  explain  electrical  services  and  activi- 
ties; assembling  and  preparing  data  or  information  on  important  operational 
and  technical  reports  or  supervises  the  preparation  thereof.  Nature  of 
the  work  requires  occasional  exposure  to  working  conditions  where  serious 
injuries  might  occur. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  maintenance  of,  maintains,  operates  and  adjusts 
electric  power  substations  including  high  and  low  voltage  lines,  feeders, 
transformers,  circuit  breakers,  relays,  batteries  and  controls. 

2.  Supervises  the  maintenance  of  and  maintains  airport  underground 
and  overhead  power  lines,  replacing  and  reconnecting  cables  when  indicated. 

3.  Supervises  the  maintenance  of  and  maintains  airport  building 
lighting  and  power  equipment,  including  ballasts,  switches,  receptables, 
meters,  electrical  and  electronic  components  of  heating,  ventilating  and 
air  conditioning  systems,  mechanical  doors,  and  others. 

k.      Supervises  the  maintenance  of  and  maintains  airport  runway  light- 
ing system/  including  a  taxiway  sign  system,  airway  beacon,  remote  control 
wind  tee,  hazard  lights,  and  power  feeders,  standby  engine  generators, 
street  lighting  system 

5.  Prepares  applications  for  electric  energy  service  and  associated 
construction  report  and  keeps  files  of  such  applications  and  reports; 
prepares  requisitions  for  the  purchase  of  lamps,  repair  parts,  wire,  cable, 
watthour  meters,  and  others;  prepares  rough  draft  of  electrical  items  to 
be  included  in  budget  estimates. 

6.  Collects  data  for  engineer's  planned  expansion  projects  such  as 
size  and  availability  of  underground  ducts,  connected  loads  and  load 
factors,  and  cable  dimensions. 

7.  Meets  with  tenants  and  contractors  on  alterations  or  repair 
matters  where  electrical  circuits  are  contemplated  and  identifies  cir- 
cuits, conduits,  panels,  meter  sockets,  and  others;  checks  completed  work 
for  compliance  with  instructions  and  prior  to  approval  by  airport  mainte- 
nance engineer. 

8.  Supervises  the  investigation  of  phenomena  which  may  lead  to 
failure  of  electrical  equipment. 


CLASS  TITLE;   HEAD  AIRPORT  ELECTRICIAN  (continued)         CODE:   92l±2 
MINIMUM  QUALIFICATIONS : 

Training  and  Experience:   Requires  completion  of  high  school  sup- 
plemented by  satisfactory  completion  o'f  courses  in  basic  electrical 
theory,  AC  and  DC,  including  power  transmission  and  controlled  equipment. 

Requires  6  years  journeyman  electrician  experience  including  some 
industrial  electrical  construction  or  maintenance,  at  least  2  years  of 
which  must  be  at  a  supervisory  level. 

Knowledge,  Abilities  and  Skills:  Must  have  a  comprehensive  knowledge 
of:   electrical  terminology  to  understand  the  functions  and  workings  of 
electrically  controlled  equipment;  electric  theory  and  its  application  to 
a  modern  air  terminal;  electrical  facilities  and  all  aspects  of  their  con- 
struction and  operation  in  order  to  reinstall  power  in  case  of  failure; 
ability  to:   plan  jobs  and  supervise  others;  handle  and  operate  high  vol- 
tage switch  gear,  transformers;  ability  and  iniative  to  sufficiently  head 
an  electrical  maintenance  section;  meet,  work  with  and  deal  effectively 
with  representatives  of  other  agencies. 

Licence:  Must  have  a  valid  state  motor  vehicle  driver's  license;  a 
journeyman  electrician's  card. 

PROMOTIVE  LINES: 

To:  General  Foreman  Electrician 

From:  Airport  Electrician 


CLASS  TITLE:   AIRPORT  MAINTENANCE  SUPERVISOR  CODE:   92^0 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  a  group  of  subordinates  engaged  in 
general  maintenance  and  repair  activities  of  airport  grounds  and  other 
facilities;  and  performs  related  duties  as  reauired. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforc- 
ing existing  policy,  methods,  rules  and  regulations  governing  the 
general  maintenance  and  repair  of  airport  grounds  and  other  facilities; 
safeguarding  and  economical  use  of  motorized  equipment;  keeping  routine 
time  and  work  records;  making  routine  contacts  with  representatives  of 
airport  tenants,  contractors  and  others  to  furnish  or  obtain  informa- 
tion concerning  general  maintenance  problems . 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  assigns  work  to  laborers,  chauffeurs,  operators 
of  heavy  equipment,  and  others  engaged  in  maintaining  and  repairing 
airport  runways,  taxiways,  roads,  streets  and  other  paved  and  unpaved 
areas,  airport  hangars  and  building  aprons;  lays  out  areas  to  be  re- 
paired and  inspects  completed  work. 

2.  Supervises  the  rebuilding  of  ramps,  repairing  of  expansion 
joints  and  stairways  due  to  settlement;  supervises  the  repair,  re- 
placement and  cleaning  of  water  service  lines,  drainage  facilities  and 
equipment,  power  and  light  poles;  supervises  the  excavation  and  back- 
filling of  pull  boxes,  duct  lines,  runway  lighting  fixtures  and  appur- 
tenances. 

3.  Orders  all  necessary  material  and  supplies  for  general  mainten- 
ance activities. 

h.     Supervises  the  application  of  weed  killers  to  landscaped  areas, 
cleaning  of  roofs,  drains  and  gutters  on  buildings;  sorting  and  care 
of  surplus  and  salvage  materials,  supplies,  equipment  and  machinery. 

5.   Interprets  plans,  drawings  and  instructions  regarding  drainage 
problems  on  maintenance  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  five  years  of  experience  in  paving  and  grading  construc- 
tion work,  including  at  least  two  years  at  a  supervisory  level;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  operation  of  heavy  equipment  used  in  construction  work;  the 
various  types  of  asphalt  and  aggregates;  safety  procedures  related  to 
the  operation  of  a  large  airport  terminal. 

Requires  ability  to:   assign  and  supervise  the  work  of  a  large 
group  of  subordinates;  follow  written  and  oral  instructions. 


CLASS  TITLE:   AIRPORT  MAINTENANCE  SUPERVISOR  CODE:   92^0 

(Continued) 

Licenses:   Requires  possession  of  a  valid  state  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:  Airport  Maintenance  Superintendent 

From:   General  Laborer  Foreman 


CLASS  TITLE:   AIRPORT  MAINTENANCE  SUPERINTENDENT  CODE:   92^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  is  responsible  for  the  general  mainten- 
ance and  repair  of  airport  grounds,  buildings  and  other  facilities, 
including  automotive  and  motorized  equipment  but  excluding  all  electrical 
and  mechanical  maintenance  and  repair  work;  exercises  general  supervision 
through  subordinate  supervisory  assistants  over  skilled  and  unskilled 
workers  engaged  in  maintaining  and  repairing  airport  facilities;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting,  enforcing  and  coordi- 
nating policies  and  procedures  involved  in  general  maintenance  and  re- 
pair of  grounds  and  other  facilities  of  a  major  airport  terminal; 
safeguarding  valuable  maintenance  materials,  equipment  and  facilities 
and  controlling  and  authorizing  expenditures  of  moderate  amounts  of 
money  for  maintenance  work;  regular  contacts  with  airport  tenants, 
employees,  contractors  and  others  for  the  purpose  of  exchanging  in- 
formation and  explaining  maintenance  and  repair  activities  and  services; 
preparing,  checking  and  reviewing  important  personnel,  operating  and 
statistical  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  schedules,  supervises  and  reviews  the  work  of  skilled 
and  unskilled  workers  engaged  in  the  maintenance  and  repair  of  airport 
grounds  and  buildings;  inspects  work  in  progress. 

2.  Cooperates  with  the  electrical  and  mechanical  maintenance 
sections  on  mutual  maintenance  problems;  coordinates  maintenance  work 

so  that  it  will  not  interfere  with  the  normal  operations  of  the  airport, 
airlines  and  airport  tenants;  estimates  costs  for  maintenance  work. 

3.  Supervises  the  minor  maintenance  and  repair  of  airport  vehicles, 
trucks,  heavy  equipment  and  miscellaneous  motorized  machinery,  contracts 
for  major  repair  of  automotive  and  construction  equipment. 

h.     Initiates,  reviews  and  approves  requisitions  for  materials  and 
supplies;  approves  revolving  fund  expenditures  for  maintenance  materials 
and  supplies;  maintains  inventory  of  equipment;  assists  in  the  prepara- 
tion of  budget  estimates  for  materials  and  supplies,  equipment  and 
personnel. 

5.  Supervises  the  salvaging  of  materials  and  equipment;  prepares 
specifications  for  maintenance  equipment;  reviews  and  approves  bids 
received  by  the  purchasing  department  for  new  equipment. 

6.  Controls  expenditures  for  labor  materials  and  supplies  so  that 
allotments  are  not  exceeded. 

7.  Directs  and  inspects  contract  work  relative  to  the  general 
maintenance  of  grounds  and  building  repair;  reads  and  interprets  plans 
and  specifications  for  maintenance  work. 

8.  Attends  special  and  regular  airport  department  staff  meetings. 


CLASS  TITLE:   AIRPORT  MAINTENANCE  SUPERINTENDENT  CODE:   9252 

(Continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  four  years  of  experience  in  supervising  construction 
and  repairs  of  grounds,  equipment,  buildings  and  structures,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  common  trades  and  their  practices,  materials  and  equipment 
used  in  construction  and  repair  of  grounds,  equipment,  buildings  and 
structures;  the  operation  of  heavy  equipment  jsed  in  construction  work; 
the  various  types  of  asphalt  and  aggregates;  Ihe  safety  procedures  re- 
lated to  the  operation  of  a  large  airport  tei.ij.nal;  good  knowledge  of 
the  principles  of  effective  management  including  a  working  knowledge 
of  fiscal  practice  and  supervision. 

Requires  ability  to:  plan,  organize  and  direct  a  large  and  varied 
building  and  grounds  maintenance  and  repair  program;  coordinate  main- 
tenance and  repair  activities  to  insure  continual  normal  operation  and 
functioning  of  the  various  department  services;  prepare  and  maintain 
detailed  operational,  statistical  and  related  records  and  reports;  deal 
courteously,  tactfully  and  effectively  with  airport  tenants,  general 
public  and  others;  assign,  supervise  and  review  the  work  of  subordinates, 

License:  Requires  possession  of:  a  valid  state  motor  vehicle 
opeeator's  license;  a  valid  second-class  radio -telephone  operator's 
license. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Airport  Maintenance  Supervisor 
Original  examination 


CLASS  TITLE:   AIRPORT  ADMINISTRATIVE  ENGINEER  CODE:  92$h 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  the  airport  general 
manager  and  assistant  general  manager  in  directing  the  maintenance  and 
operation  of  all  airport  physical  facilities;  makes  recommendations  to 
management  and  confers  with  utilities  engineering  bureau  and  other 
agencies  concerning  major  airport  development  projects;  reviews  and 
approves  plans  for  minor  construction  or  alteration  activities;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   coordinating,  enforcing  and  approving 
policy  regulations  and  procedures  related  to  maintenance  of  airport 
physical  facilities;  initiating  and  developing  maintenance  contracts; 
assisting  management  in  developing  over-all  airport  expansion  plans; 
achieving  through  proper  planning  considerable  economies  and  efficiency 
in  the  safe  operation  of  machinery  and  equipment  of  high  value;  check- 
ing and  reviewing  leases  and  other  agreements  related  to  maintenance 
activities  and  important  operational  and  related  records  and  reports; 
regular  contact  with  representatives  of  airline  officials  and  their 
representatives,  representatives  of  other  agencies,  private  engineers, 
contractors  and  architects  to  explain  services  and  activities  and 
interpret  and  advise  them  relative  to  procedures,  regulations  and 
technical  information. 

EXAMPLES  OF  DUTIES: 

1.  Assigns  and  supervises  the  work  of  the  airport  maintenance 
division;  participates  in  the  inspection  of  airport  buildings,  grounds 
and  other  facilities  to  determine  the  extent  and  quality  of  work  per- 
formed; makes  notes  relative  to  items  requiring  attention  and  trans- 
mits to  the  proper  maintenance  supervisor  with  instructions  to  have 
the  necessary  work  accomplished. 

2.  Supervises  the  operation  of  sewage  treatment  plants,  water 
distribution  system  canal  and  drainage  systems,  electrical  power  dis- 
tribution system,  outdoor  lighting  system,  including  street,  roadway 
and  runway  lighting  systems. 

3.  Initiates  contracts  for  airport  maintenance  which  includes 
preparation  of  plans  and  specifications  as  required;  obtains  bids 
and  oversees  the  completion  of  the  work. 

k.     Acts  as  liaison  for  the  airport  general  manager  in  confer- 
ences with  the  utilities  engineering  bureau  on  proposed  major  con- 
struction or  alterations  to  be  performed  by  airport  tenants  prior  to 
approval  by  utilities  engineering  bureau;  personally  approves  and 
reviews  plans  for  minor  construction  or  alteration  and  inspects  work 
during  progress  and  upon  completion. 

5.  Makes  recommendations  to  the  airport  general  manager  and  the 
utilities  engineering  bureau  concerning  future  improvements  and  air- 
port development  and  carries  out,  enforces  and  coordinates  such  policy 
when  approved. 

6.  Reviews  and  approves  applications  for  airport  electrical  and 
water  services. 
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7=  Reviews  airport  tenant  leases  to  determine  degree  of  respons- 
ibility or  non-responsibility  for  the  airport  department  for  mainten- 
ance of  facilities  and  makes  recommendations  thereon. 

8.  Attends  regular  and  special  meetings,  private  hearings  and, 
when  directed,  may  represent  the  department  before  the  finance  committee 
and  the  board  of  supervisors  to  explain  airport  activities,  planned  ex- 
pansion or  other  related  matters. 

9.  Prepares  replies  to  correspondents  for  airport  general  manager 
requiring  technical  information  concerning  procedures,  policies  and  air- 
port development. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
civil  engineering. 

Requires  a  minimum  of  six  years  of  experience  in  airport  engineer- 
ing, public  administration,  business  or  property  management;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:   the  recommended  methods  and  materials  used  in  the  maintenance  of 
airport  runways,  buildings,  hangars,  drainage  and  lighting  systems, 
water,  electrical  and  sewag.-  distribution  systems,  and  other  airport 
facilities,  structures  and  equipmen  ;  airport  planning  and  design; 
airport  facility  and  equipment  requirements,  aviation  development  and 
airport  terminology. 

Requires  ability  to:   represent  the  department  in  conferences  with 
other  engineering  and  architectural  groups,  governmental  agencies  and 
others;  plan,  lay  out  and  direct  the  work  of  subordinates;  deal  tact- 
fully and  effectively  with  representatives  of  other  governmental  agencies, 
airline  tenants,  employees  and  others,  prepare  clear  and  concise  reports. 

Licenses:   Requires  possession  of:   a  valid  state  motor  vehicle 
operator's  license;  a  valid  restricted  radio  telephone  operator's 

license. 

PROMOTIVE  LINES: 

To:  Airport  Assistant  General  Manager 

From:  Civil  Engineer 

Original  examination 


CLASS  TITLE:   AIRPORT  ASSISTANT  GENERAL  MANAGER  CODE:   9260 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  acts  as  principal  assistant 
to  the  airport  general  manager  in  administering  all  phases  of  airport 
activities;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting  and  execut- 
ing policy,  methods,  rules  and  regulations  involved  in  airport  operational 
activities,  business  administration,  property  management,  budget  and 
fiscal  matters  and  including  airport  development  planning;  achieving 
major  economies  through  complex  planning  in  connection  with  airport 
operations,  leases,  contractual  and  other  agreements;  making  regular 
important  contacts  with  administrative  officials,  legislative  bodies, 
representatives  of  outside  interests  and  groups,  and  others  involving 
difficult  negotiations  and  the  interpretation  of  policies,  rules  and 
regulations;  review  of  important  detailed  and  complex  records  and  reports 
and  making  recommendations  thereon. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  airport  general  manager  in  directing  the  operational 
activities  of  airports  under  jurisdiction  of  the  public  utilities 
commission. 

2.  Supervises  and  assigns  work  to  various  airport  divisions  en- 
gaged in  operation  and  maintenance  activities,  financial  and  fiscal 
record  keeping;  reviews  reports  and  makes  recommendations  to  airport 
general  manager  involving  administrative  procedures. 

3.  Assists  in  the  preparation  of  important  correspondence  and 
reports,  to  stimulate  business  revenue,  improve  service  to  the  public, 
stimulate  competition  among  airlines  and  local  agencies;  confers  with 
tenants,  prospective  tenants  and  others  regarding  utilization  or 
occupation  of  airport  facilities. 

h.     As  assigned,  represents  the  airport  department  in  matters  con- 
cerning property  management,  administration,  long  range  planning, 
revenue  and  expense,  traffic  statistics  and  general  economics. 

5.  Confers  with  management,  airline  officials,  other  administra- 
tive officials  and  legislative  bodies  concerning  operating  policies 
pertaining  to  domestic  and  international  airline  carrier  operations, 
services  and  facilities;  assists  in  the  development  of  recommendations 
and  material  to  be  used  before  civil  aeronautics  board  hearings. 

6.  Represents  airport  department  at  meetings  and  conferences  of 
aviation  committees  and  associations,  chambers  of  commerce,  govern- 
mental agencies  and  other  groups. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree  with  major  course 
work  in  business  administration,  airport  management,  or  a  related 
field. 
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Requires  five  years  of  management  experience  in  government,  busi- 
ness or  property  management;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge 
of:  economics,  airport  planning,  development,  property  management 
and  operations;  business  management  and  personnel  administration. 

Requires  ability  to:  pi.  ",  coordinate  and  direct  work  of  sub- 
ordinates; prepare  clear,  concise  and  comprehensive  technical  reports; 
deal  courteously,  effectively  and  tactfully  with  government  officials, 
representatives  of  outside  groups  and  interests  and  others  at  all  levels 
of  government  or  business  activities. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Airport  Operations  Superintendent 
Airport  Administrative  Engineer 
Original  examination 


CLASS  TITLE:   AIRPORT  GENERAL  MANAGER  CODE:   9262 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  planning, 
organizing,  directing  and  administering  all  phases  of  airport  and  aero- 
nautical activities;  makes  recommendations  to  the  public  utilities 
commission  on  airport  policy  and  management  problems;  represents  the 
airport  department  at  meetings  and  conferences;  and  performs  related 
duties  as  required. 

Requires  major  responsibility  for:   coordinating,  developing,  approv- 
ing and  executing  policies  and  methods  of  the  airport  department; 
effective  and  economical  use,  operation  and  maintenance  of  all  airport 
properties  through  effective  management  and  budgetary  control;  making  con- 
tinual personal  contacts  with  administrative  officials,  legislative 
bodies,  representatives  of  outside  interests  and  groups  and  others  to 
establish  and  maintain  good  public  relations  involving  difficult  and 
complex  negotiations,  interpretation  of  policies,  rules  and  regulations 
governing  airport  and  aeronautical  activities;  reviewing  and  approving 
reports  of  highly  specialized  and  technical,  operational  and  other 
activities;  the  exercise  of  exceptional  administrative  ingenuity,  sound 
judgment  and  analysis  in  reaching  decisions  on  unusually  specialized  and 
complex  management  problems. 

EXAMPLES  OF  DUTIES: 

1 .  Directs  all  the  activities  of  the  san  f rancisco  international 
airport,  including  operations,  maintenance,  fiscal,  financial,  personnel 
and  other  divisions . 

2.  Directs  the  enforcement  of  rules  and  regulations  and  approves 
policy  on  airline  operational  methods  and  procedures  governing  common  use 
of  facilities. 

3.  Confers  and  negotiates  with  airlines,  federal  officials  and 
others  regarding  the  use  of  airport  facilities,  or  delegates  such  func- 
tions to  airport  staff. 

h.      Confers  with  airport  consultants  and  airport  architects  and 
approves  their  reports  on  master  planning,  design  and  construction  of 
airport  improvements. 

5.  Reviews,  approves  and  coordinates  division  head  budget  recom- 
mendations before  submission  to  the  public  utilities  commission. 

6.  Administers  commission  policy  with  respect  to  route  hearings 
before  the  civil  aeronautics  board  and  confers  with  the  city  attorney's 
office  concerning  the  presentation  of  the  city's  official  position. 

7.  Confers  with  various  city  departments,  bureaus,  divisions  and 
federal  government  representatives  concerning  legal,  fiscal,  and  opera- 
tional matters  affecting  the  airport. 

8.  Represents  the  airport  before  community  groups,  service  organi- 
zations, civic  committees  and  technical  industry  organizations. 

9.  Prepares  important,  complex  and  technical  correspondence 
relative  to  the  airport's  activities  and  operation. 

10.  Makes  recommendations  to  the  public  utilities  commission  on 
matters  affecting  airport  management  and  operations . 
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MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
business  administration,  airport  management  cr  a  related  field. 

Requires  ten  years  of  management  experience  in  government,  business  01 
property  management;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  the  techniques  of  effective  control  and  business  relations;  property 
management;  airport  economics,  planning  and  development;  principles  of 
organization,  management  and  supervision;  labor  relations  problems  and 
personnel  management. 

Requires  considerable  ability  to:  plan,  coordinate  and  direct  the 
work  of  subordinates;  prepare  clear,  concise  and  comprehensive  technical 
reports  and  recommendations  as  a  basis  for  formulation  of  airport  policy; 
deal  courteously,  effectively  and  tactfully  with  governmental  officials, 
representatives  of  outside  agencies  and  groups  and  others  at  all  levels  of 
government  or  business  activities. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion  -  position  exempt  from  examination. 


